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Introduction

Symbols

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

eXQ-PLATFORM

&Only

on the order of a licensed healthcare practitioner

Prescription Devices

Symbol [Symbol Name Symbol Description Standard Numberand [Symbol
Name Reference
Number
I Manufacturer Indicates the name and address of the manufacturer 1SO 15223-1:2021 511
Authorized Indicates the Authorized Representative, responsible | 1SO 15223-1:2021 5.1.2
- Representative in for the device in the European Economic Area (EEA).
mm the European
Economic Area
(EEA)
Date of Indicates the date when the device was 1SO 15223-1:2021 5.1.3
Manufacture manufactured.
Caution Indicates information that isimportant for preventing | 1SO 15223-1:2021 5.4.4
‘ . loss of data or misuse of the software.
LOT Batch Code Indicates the full Software Release / Version number 1SO 15233-1:2021 5.1.5
Serial number Indicates the manufacturer’s serial number so that a 1SO 15233-1:2021 5.1.7
S N specific medical device can be identified
Catalogue Number | Indicatesthe manufacturer’s catalogue number so 1SO 15233-1:2021 5.1.6
H E F that the device can be identified
® Consult Indicates the need for the user to consult the 1SO 15233-1:2021 5.4.3
1 instructionsfor use | instructions for use
Prescription Device| Caution: Federal law restricts thisdevice to sale byor | 21 CFR 801.109(b)(1) N/A

BSEN ISO 15223-1:2021 Medical devices - Symbols to be used with information to be supplied by the manufacturer -

Part 1: General requirements
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Indications for use

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

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

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

Regulatory and compliance

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

Tel: 1-800-366-5343
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System requirements

The following are the minimum system requirements for the Exa and Symmetry platforms. The minimum deployment now
requires four physical or virtual servers. The workstation requirements are based on typical usage scenarios. For the
recommended requirements of your specific implementation, contact your Konica Minolta representative.

RECOMMENDED: To avoid loss of functionality and data during a power loss, connect an uninterruptible power supply.

eXQ-PLATFORM

When running the system by the UPS alone, save data immediately after modifying.

REQUIRED: Install anti-virus software on the server and each client.

HAProxy Server

Resource_____|Specification

Cores/Logical 2/4 Intel® Xeon® @ 2.20 GHz

Processors

RAM 4GB

oS Rocky Linux 9

Network 1GbE Recommend redundant links where possible
Storage - System 64 GB Storage Tier - Standard

Storage: If virtualizing, storage volume must be thick
provisioned.

Application Server

Cores/Logical 4/8 Intel® Xeon® @ 2.20 GHz

Processors

RAM 32GB

0S Windows Server 2022

Network 1GbE Recommend redundant links where possible
Storage

System 150GB Storage Tier - Performance

Application 64 GB Storage Tier - Performance

Cache 500 GB Storage Tier - Performance

Data 17B* Storage Tier - Standard

*Size tofit legacy data + projected future volume | Storage: If virtualizing, storage volume must be thick
(including growth). provisioned.
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eXQ-PLATFORM

Database Server

Cores/Logical 4/8 Intel® Xeon® @ 2.20 GHz

Processors

RAM 32GB

0OsS Rocky Linux 9

Network 1GbE Recommend redundant links where possible

Storage

System 64 GB Storage Tier - Performance

PG-Data 500 GB Storage Tier - Performance

PG-WAL 24GB Storage Tier - Performance
Storage: If virtualizing, storage volume must be thick
provisioned.

Redis Server

Cores/Logical 2/4 Intel® Xeon® @ 2.20 GHz

Processors

RAM 4GB

0OsS Rocky Linux 9

Network 1GbE Recommend redundant links where possible

Storage

System 64 GB Storage Tier - Performance
Storage: Ifvirtualizing, storage volume must be thick
provisioned.

Storage Tier

RAID Level ] I0PS Target

Performance SSD 1/10

30,000+

Standard

10 K SAS/SATA

1/6

300+

RAID 1 acceptable when total
usable space fits on one
drive.

Storage Volume

Volume Purpose

System

Operating system. Includes paging file by default.
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Volume Purpose

Application Application installation. Contains installation and log files.

Cache Short-term image cache to maintain high performance of the image rendering service.
PG-Data Dedicated database data.

PG-WAL Dedicated database write-ahead log (WAL).

Data Long-term data archive. Contains all image, document, and database backup files.

Workstation - User

specification

CPU Intel® Core™ series, 4 cores, 8 threads @ 3.0 GHz
RAM 8GB
Graphics Integrated - Intel Iris Xe

Graphics card must be compatible with and support required resolution on each display,
aswell astotal resolution for all displays.

NIC Single 1000 MB/s

Storage SDD, 256 GB

(OF] Windows 11 Pro

Display 16:9 Aspect Ratio, 1920 x 1080

Workstation — Reading Radiologist

CPU Intel® Core™ or Xeon™ series, 8 cores, 16 threads @ 3.6 GHz
RAM 32GB
Graphics Dedicated - 4 GB, 4x DP or 4x mDP

Graphics card must be compatible with and support required resolution on each display,
aswell astotal resolution for all displays.

NIC Single 1000 MB/s

Storage SDD, 500 GB

(OF] Windows 11 Pro

Display 16:9 Aspect Ratio, 1920 x 1080

Diagnostic Displays Based on use case following the ACR standard.
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Calibration and measurement accuracy

Measurement accuracy partially depends on image quality, which is subject to various factors including the skill of the
technologist, the precision of the modalities, and image resolution. However, clinical users of Exa PACS/RIS can help
ensure diagnostic image quality and accurate measurements by using appropriate viewer settings (such as window/level
and zoom) and by calibrating monitors (see "Calibrate monitors").

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

Help us improve!

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

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

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

A\

For urgent issues, please call the Hotline.
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Getting started

This chapter contains the following sections.

Configure your working environment
Configure Exa PACS/RIS

Configure your working environment

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

Set up credentials, browser, and monitors

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

Configure the language in Chrome
Turn off Chrome autofill

Sign in to the Exa platform
About two-factor authentication

Sign in using 2FA with email
Sign in using 2FA with Google Authenticator
Reset your password

Change your password
Add an avatar

Edit your user profile
View version information

Create a shortcut for Exa PACS/RIS
Calibrate monitors

Configure the language in Chrome

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

Procedure

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

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

500-000883A 9
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Note: The culture must be correct. For example, in Canada, ensure that English (Canada) is installed.

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

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

6. SelectRelaunch.

Turn off Chrome autofill

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

Passwords

1. Inthe Chrome menu, select Settings.

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

3. Turn Offer to save passwords off.

Payment methods
1. Inthe Chrome menu, select Settings.
2. Select Autofill and passwords > Payment methods.

3. Turn off Save and fill payment methods.

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

3. Turn off Save and fill addresses.

Turn off Chrome autosave

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

Procedure
1. InWindows, press Windows + R.

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

500-000883A 10
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3. In System Configuration, on the Services tab, select the Hide all Microsoft services checkbox.

8 system Con ation >
General Boot — SEMVICES  Startup  Tools
Service Manufacturer 2
ExpressConnect AP Selector Service Rivet Metworks, LLC.
FortiClient Service Scheduler Fortinet Inc.
Forticlient Endpaint Protected Process Service Fortinet Inc.
i i Google LLC
Google Updater Internal Service (GoogleUpdaterInternalService131.0./L  Google LLC
Google Updater Service (GoogleUpdaterService131,0,6775.0) Google LLC
Broadcom Corporation
Credential Vault Host Storage Broadcom Corporation
Intel(R) Optane(TM) Memory Service Intel Corporation
Intel{R) Graphics Command Center Service Intel Corporation
[+ Intel{R) HD Graphics Control Panel Service Intel Corporation 4
£ >
Mote that some secure Microsoft services may not be disabled. Enable al Disable al
Hide all Microsoft services
oK Cancel Apply Help

4. Clearthe Google Updater Internal Service and Google Updater Service checkboxes.

5. Select Apply, OK.

6. If prompted, restart your computer.

Other Chrome settings

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

certain conditions.

Pop-ups and redirects

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

2. Under Privacy and security, select Site settings.

500-000883A
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Frivacy and secunty
B Autofill and passwords
E Privacy and security § Clear Browsing data .
Clear histary, coakies, cache, ard more
% Performance
* Third=party coakias '
+ E.'n:penmental Al Theed-party coakies are Biodaed in lncognio mads
&  Appearance @ Al privacy
L]
Customize the info used by sites to show you ads
& Search engine
Securily
Detault browser ¥
=2 ﬁ Safe Browsing (protection fromm dangerous Sibes) ard other secanty seftengs
) Onstartup ] 5
Sita sethngs ¥
Conitrods what informatian sites <an ase and show focation, camera, pog-ups, and moog
@ Languages

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

B Autefill and passwords Cantent
B Privacy and security a Third-parly cookies -
Third-parly cockies are blecked in incognita mode
%  Performance
Javatengpt
- €y *
+ Exp it A Siled gan ude lEvaEtoript
& Appearance
! g ed "
€,  Saarch engina Siles can show images
B Default browser Rap-ups and redirects :
Lites can send pop-ups ard use redirects
2 s ard -
) Onstartup

Additional content sattings W

=

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

Memory and Power

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

1. Inthe Chrome menu, select Settings > Performance.

2. Under Memory, turn on Memory Saver.

Memary [|]

Memory Saver

When on, Chrome frees up memary from inactive tabs, This gives active tabs and other apps mare

computer rescurces and keeps Chrome fast. Your inactive tabs automatically become active again when n
you go back to tham. Learn maore

Abways keep these sites active

: . Add
Sites wou add will abways stay active and memory won't be freed up from them

Mo sites addad

500-000883A 12
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3. Under Power, turn on Energy Saver.

Pawer =
Energy
When on, Chrome consarves battery power by imiting background actily and visual effects, such as ':}I'
smoath scrolling and video frame rates. Learn more
(®  Turn on only when my battery i at 20% or lower

D Turm on when my computer 15 unplugged

Signin to the Exa platform

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

Procedure
1. InChrome, go to the URL given to you by your Konica Minolta representative.
2. Enteryour sign-in credentials.

3. Selectthe | agree to HIPAA Privacy Notice checkbox.

4. Do one of the following:
e Tosign in to Exa PACS/RIS, select LOGIN.

¢ Tosign in to a portal, select a portal button.

See also:

About two-factor authentication

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

About two-factor authentication

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

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

See also:

500-000883A 13
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Create a user

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

Sign in using 2FA with email

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

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

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

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

See also:

Sign in to the Exa platform

About two-factor authentication
Sign in using 2FA with Google Authenticator

Sign in using 2FA with Google Authenticator

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

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

Procedure

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

2. InExaPACS/RIS, on the burger E menu, select the blue Konica-Minolta = globe.

3. Inthe My Prdfile dialog, in the Two Factor Authentication box, type your account password, and then select
SHOW QR CODE.

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

500-000883A 14
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5. InExa PACS/RIS, in the One-Time Password box, enter the code from your new Google Authenticator profile,
and then select VERIFY.

See also:

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

Reset your password

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

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

1. Select the burger E button.

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

% or ' (user avatar).

3. Inthe My Profile dialog, select CHANGE PASSWORD.

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

Add an avatar

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

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

Procedure

1. Atthe top of the burger E menu, select the blue Konica Minolta = globe.
2. Inthe My Profile dialog, select Choose File.
3. Browse for and select your avatar image, and then select Open.

4. Select SAVE.

500-000883A 15



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Edit your user profile

Each user of Exa PACS/RIS has a profile with sign-in credentials and basic customization settings. After signing in, you

can view and edit your settings.

Procedure

1. Select the burger E button.

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

\ A
oy
or (user avatar).

Result: The My Profile screen appears.

My Profile EXA Version 1.4.33-227

uDI (01)008171000201

User Name iztek

Name * Pacs M1 Viztek Suffix

Mobile Phone / Email | Maobile Phone Emal

Default Device * » [ Auto Open Dictation on Device
Default Location * My Company v [ Always Open Schedule Book in a Mew Tab
Rows to Display 50 w |Themes  default w | Culture English-US O Fin Burger Menu

[ Hide Warklistlcons [ Hide Order Menu

Bandwidth Select w
Session Interval 300 min (10=600)

Default Scheduling (@) Radiclogy

3. Enter the following settings.

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

Name Type your true name.

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

500-000883A 16
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Default Device

[Unused]

Auto Open Dictation on Device

[Unused]

Default Location

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

Always Open Schedule Bookin a
New Tab

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

Rowsto Display

Select how many rows to display on the worklist.

Themes

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

Culture

Select the language/culture of the user interface.

Hide Worklist Icons

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

Hide Order Menu

Hides the navigation menu within the Edit Study screen.

Bandwidth

Select the expected speed of the network on which your client installation runs. This
helpsto optimize performance in your networking environment.

Session Interval

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

Default Scheduling/Radiology

[Unused]

eXQ-PLATFORM

4. Select SAVE.

View version information

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

Procedure

1. Select the burger E button.

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

-

ONICA MINOLTA

Result: The About screen appears.

500-000883A 17
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App/DB/Misc Services
Exa: 1.4.32-p3-135 C-Move Service: 1.4.32.30
Maode: v168,16.0 DICOM Service: 1.4.32 50
PostgreSQL: 14.4 Fax Service: 1.4.32.50
MNGINX: 1.23.1 ffmpeg: Not Found
Redis: Mot Found imageserver_http:> 1.4.32.50
TxTransportation: Mot Found Image Service: Mot Found

MWL Service: 1.4.32.50
S}rstem Opal Listener Service: 1.4.32.50

Opal Sender Service: 1.4.32 50
Dicom Print Service: 1.4.32.50
Storage Commitment Service; Mot Found

08 Type: Windows_NT

05 Platform: win3z

0S Architecture: x64

Total System Memaory: 12.00 GB
L i Tools

Opal Tools Setup: Mot Found

Opal Viewer Setup: Not Found

EXA Trans: Not Found

EXA Doc Scan: 1.0.11.0

Create a shortcut for Exa PACS/RIS

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

Procedure

1. In Chrome, go to the Exa PACS/RIS sign-in page.

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

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

Calibrate monitors

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

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

500-000883A 18
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Procedure
1. Open animage in the viewer.

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

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

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

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

Results

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

500-000883A 19



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Configure Exa PACS/RIS

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

Set up the office: Companies

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

Manage users

Configure general settings
Configure the viewer

For other settings, see the following topics.

See also:

Worklist settings
User settings

Set up the office: Companies

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

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

Configure your company
General settings
Settings

App settings
Reason codes

MRN information
Accession information
AE filter

Payment gateway
LDAP configuration

RCopia configuration
HL7
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Password management
Modifiers

Link encryption

Configure your company
To use Exa PACS/RIS you must configure your company as follows.
Procedure

1. Goto SETUP > OFFICE > Office > COMPANY.

Caude * Waorss * My Casmpainy Timatoes * LS Eadtemn » O enssbeLoaP O Erstle RCopis Sevice [ Enslie Peyment Gatewes

[ Tegge Bauting an Budy Flag Changid m

2. Enter the following settings.

Code Type your internal code for your institution.

Name Type the name of your institution.

Timezone Select the time zone used by your institution.

Enable LDAP Ifyour institution uses an LDAP or Active Directory server, contact your Konica Minolta
representative to configure these settings.

Enable RCopia Service Select to turn onthe RCopia service, if available, and display the RCOPIA CONFIG sub-
tab. Enter settingsin the sub-tab, and then select SAVE.

Enable Payment Gateway Select to turn on the Payment Gateway service, if available, and display the PAYMENT
GATEWAY sub-tab. Enter settingsin the sub-tab, and then select SAVE.

Trigger Routing on Study Flag Select toreprocess routing (DICOM transactions) automatically when a user changes

Changed a study flag.

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

Companies).

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

General settings

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

500-000883A 21



Exa® PACS/RIS 1.4.33_P5 User's Manual exXQ-PLATFORM

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > GENERAL.

2.

Contect Infarmation

Aehadhuling

[ ..

2ET7 hrwsy TOE

Decuments

Filiy Eroive Scurired Doca L

BE iy

Azzourt lachoud 1w

Enter the following settings.

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

autofill.

Contact Information

Enter the company address and contact information.

Scheduling

Highlight new Patient exams on
ScheduleBook

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

Highlight Color

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

Default Distance from ZIP Code

Select the default distance for finding facilities near
patients.

Enable schedule rule reason

Select torequire usersto select a schedule reason when
creatinga schedule block.

Enable reschedule reason

Select to prompt for a reason when reschedulingan
appointment.

Enable pause reason

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

Billing Information Corporate Office Type Select Person for an individual practice. Otherwise, select
Non-Person Entity.
NPI No. US only. Type your national provider identifier.
Taxonomy Code Type your NPI taxonomy code.
Tax ID Type your national tax ID.

EDI Submitter ID

Ifusingan EDI service, type your submitter ID.

EDI Receiver ID

Ifusingan EDI service, type your receiver ID.

500-000883A
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Modifiersin Order

Forcesthe user to enter modifiers before creatingan
order.

be peer-reviewed)

ICD9toICD10 Select to automatically convert diagnostic codes from the
ICD9to ICD10 standard.

Sales Tax Type the tax rate at the company's address, asa
percentage (e.g. type 07.50 for "seven and one-half
percent").

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

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

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

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

drawn and assigned for peer review.

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

Cron custom settings

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

Peer Review Percentage of yearly approvals|

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

Studies per draw amount

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

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

Cutoff period

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

Interval Type how often to check whether the conditions are met to

start the draw process, in milliseconds.
Email Information Server Address Type the address of your outgoing SMTP/mail server.

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

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

Password Type the email account password.

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

address).

Email Subject

Type a default email subject to use if no subject is
configured on the notification template.

4. Select SAVE ALL INFO.
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Settings

Settings here means presets that appear as options, mostly related to people (such as staff and patients). You can

preconfigure them for use in various parts of the program.

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > SETTINGS.

Coda *
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Body Farts
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2. Onthe left pane, select a category.

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

each category.

User Titles

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

Marital Status

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

Sex

Patient sexes.

Body Parts

Patient body parts under examination.

Employee Status

Statuses of employees at your institution.

Credentials

Physician credentials, such asPh.D.and M.D.

Racial Identity

Patients’ self-identified races.

Ethnicity

Patients’ self-identified ethnicities.
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Relationship Relationships of people to patients (including self).

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

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

Orientation Lateralities as they pertain to the study.

Languages Patients’ preferred languages.

Specialties Healthcare worker specialties such as oncology or sports medicine.

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

Administration Site Immunization modes.

Regions Geographical regions, such as for grouping markets.

Units of Measure Units of measure, such as for doses of medication or contrast material.

Needle Gauge Available needle gauges.

4. Select SAVE.

App settings

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

Regarding stat levels

Because different PACS systems use different stat levels, you need to translate the stat level of inbound studies to
the stat levels you configure in Exa PACS/RIS, and conversely, you need to translate the stat levels of studies you
send to other systems to their stat levels. To do this, as described in the table below, select the value of the
(0040,1003) Requested Procedure Priority tag to translate "from" in inbound DICOMs, and to translate "to" in
outbound DICOMs.

Procedure

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

3. Foreach option in the following table, enter settings.

States Description Type states, provinces, prefectures, or other regions used in various parts of the program.
Scan Document Description Type descriptions to assign to documents to be scanned, such as “Photo ID” or
Types “Explanation of Benefits.”
Requires Select torequire review of the document before moving to the next statusin the current
Review workflow. See Require document review.
Stat Level Description Type descriptions for each of the stat levels (0-5).
Color Clickin the text box, and then use the color picker to select a background color for studies|
on the worklist having the stat level.
Text Color Select a text color for studies on the worklist having the stat level.
Inbound Use to "translate" the DICOM Requested Procedure Priority (0040,1003) of inbound
DICOM studies to the stat levels you configure in Exa PACS/RIS.
Select the requested procedure priority ofinbound studies to assign to the stat level you
are configuring.
Outbound Use to "translate" the stat level of outbound studies to the corresponding DICOM
DICOM Requested Procedure Priority (0040,1003).
Select the requested procedure priority to assign to outbound studies that are in the stat
level you are configuring.
TAT Description/ Select the edit icon of a TAT to modify its description, text color, and background
Colors color. You can set the max TAT for a facility under Setup > [all uppercase menu] > Office >
Facility.
Patient Arrival Wait | Use the following settings to configure color-coded descriptions corresponding to lengths of time that a
Times patient waits upon arrival. These bands of time appear in the wait time monitor at the top of the Patient
Arrival Worklist.
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Description Type a description for the band such as "Short Wait" or "Long Wait."

Color Background color for arrivals at the current wait time.

Text Color Text color for arrivals at the current wait time.

Minutes Type the maximum number of minutes that a patient waits to remain in the band.
Access Reasons Reasons for accessing confidential patient records when using the Break the Glass function.

Code Type aninternal code for the reason.

Description Type a name or description of the reason such as, "Direct patient care."

Ordering Facility Description Type a description such as "Assisted Living" or "Prison."
Types

4. Select SAVE.

Reason codes

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

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > REASON CODES.
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2. Onthe left pane, select a category.

3. Onthe right pane at the bottom, type a reason.
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4. Optional: To make the reason temporarily unavailable, select Hide Inactive.

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

Abort Reasons Description Type reasons for aborting examsin progress.

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

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

Follow-Up Reasons Description Type reasons to follow up on a study, such as "Benign but suspicious."
Code Type your internal code for the finding.
Follow Up Type and select the length of time until the follow-up.

HIE Consents Description Type indicators as to whether a patient has consented to release of

demographics and medical data through a Health Information Exchange for
treatment, payment, and health care operations purposes.

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

Pause Reasons Description Type reasons that your company deems acceptable for pausing an exam, such
as "Patient Movement."

Reason for Death Description Type reasons for death.
Reschedule Reasons Description Type reasons for rescheduling an exam.
Schedule Rule Reasons Description Type reasons to use when writing schedule rules to make a timeslot

unavailable, such as "Machine maintenance."

Color Assign unique colorsto each schedule rule reason for easy identification on
the schedule book.

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

5. Select SAVE.

MRN information

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

Procedure

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

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

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

Suffix Type a suffix to append to the MRN.

Allow Duplicates Select to allow duplicate MRNs.

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

Fixed Length Select to enter amaximum length of the MRN.

3. Select SAVE.

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

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

Prefix Type a prefix to prepend to the accession number.

Suffix Type a suffix to append to the accession number.

3. Select SAVE.

AE filter

This sub-tab is currently unused.

Payment gateway

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

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > PAYMENT GATEWAY.
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2.

3.

COMPANY

Coda * | JAC Mama * ki Compariy Timezons *  US/Easiern

Enable RCopea Service ﬂ Enable Payment Gabeway Trigger Routing on Study Flag Changed ﬂ

MERAL SETTIHGS APP SETTINGS REASCOH CODE KRH IMFORAATIOH

Gateway Information

Gateway * w
Moda * Bl
Clignt 1D =

Client Secret *

Static URL *

Enter settings to make a payment gateway available.

Select SAVE.

LDAP configuration

Administrators, contact Konica Minolta for assistance with configuring LDAP.

RCopia configuration

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

1.

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

3. Select SAVE.

HL7

This sub-tab is currently unused.

Password management

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

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > PASSWORD MGT.
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COMMPANY
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2. Enter the following settings.

Password Must Be between... Type a minimum and maximum number of characters that passwords can contain.

Passwords Must Contain ... Uppercase Letters Exa PACS/RIS validates passwords based
on these selections.

Lowercase Letters

Numbers

Symbols or Special Characters

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

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

Apply Password Requirements to Select to use the same password requirements for Patient Portal accounts.
Patient Portal

3. Select SAVE.

Modifiers

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

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

1. Goto SETUP > OFFICE > Office > COMPANY > MODIFIERS.
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2. Move to the bottom of the screen, enter the following settings.

Code Type the CPT modifier, or other modifier code.

Implicit Select to visually exclude the modifier from submitted claims.

Description Type the description for the code.

Fee Level Select the fee level in the dropdown list.

Fee Override Type the fee override code, which takes precedence over any modifier created
previously.

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

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

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

3. Select SAVE.
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Link encryption

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

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > LINK ENCRYPTION.

Link Encryption

EEY CODE LINK ENCRYPTION ' INTEGRATION MABME  LINK EXFIRY  KEY TYPE KEY EXFIRY ®EY EXPIRY DA

Mo recosds r".'.\l.'.'li.'.

2. Select ADD.
Link Encryption Type * | Simple Viewer ¥
Integration MName * Tazt
Link Expiry Haur(s) w1
Ky Type * AES192 ~
Key Expiry B | osmaveoes i
e

3. Enter the following settings.

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

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

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

Key Type Select a type of encryption for the key.

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

select an expiration date.

4. Select GENERATE.

5. Inthe dialog, copy the passphrase and initialization text to a safe location, and then close the dialog.
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Caution: Do not close the dialog until you copy the information; Exa PACS/RIS will never display it again. If
you lose the key, you must create a new one.

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

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

Add a market

Add a facili
Add modalities
Add modality rooms

Add a group chat room
Add a notification

Add tasks
What are authorization. verification. and estimation?

Add authorization rules
Create a study flag

Set monthly goals
Configure macro notes
Configure portal links
Manage life cycles

Add a market

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

Procedure

1. Goto SETUP > OFFICE > Office > MARKET.

MARKET

Hide Inactive

CODE & MAME REGION
Al L¥]
il 0 Warket1
2. Select ADD.
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3. Enter the following settings.

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

4. Select SAVE.

Add a facility

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

Common tasks after adding a facility

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

e Configure study statuses

e Configure application entities
e  Configure a file store

e  Configure routing rules

e Configure AE scripts

e Understanding receiver rules
e Configure a receiver rule

o Configure study flow

e Add modalities

e Add modality rooms

e Add a report template

e Configure a schedule template and schedule rules
e Configure appointment types
e Create a user

e Configure an ordering facility

Procedure

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

1. Goto SETUP > OFFICE > Office > FACILITY.
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FAGILITY
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2. Select ADD, and then enter the following settings for the facility.
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Code Type your internal code for the facility (up to eight characters).

Name Type the name of your facility.

Market Select the market that the facility serves.

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

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

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

Email Report Link

Select to automatically send an email when areport is created to the email address
entered earlier that contains a link to view the reports on the ReportLink service.

Report Password

Type the password needed to view reports on ReportLink.

Email Attachment

Select toreceive reports by attachment.

Timezone

Select the time zone used by your facility.

Mammo License ID

Type the facility’s mammography license ID.

Max TAT

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

Enable Alt. Acc. No.

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

Required SSN

Select torequire a social security number to provide treatment.

Require Primary Phys.

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

PokitDok Response

[Unused]

Updox Account ID

Ifusing Updox, enter the account ID.

Send fax via Updox

Select to use Updox to send faxes.

Upload Logo

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

Remove Logo

Toremove the current logo, select REMOVE LOGO.

[Address]

Type the address of the facility.

File Store

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

Associate all appointment typesto
thisfacility

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

Show Patient Alerts

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

Show Recent Schedules

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

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

Enable Veterinary Registration

Select to be able to register veterinarians as physicians.

Mobile Rad Dispatching Address

Type the address of the office that dispatches mobile radiology.

Do Not Allow Overlapping
Proceduresto Be Scheduled

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

Import Documents into Study as
DICOMs

Select to automatically convert documents to DICOM images before importing. If not
selected, the user can select whether to convert at the time of import.
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Global Auto-Print Select to automatically send radiology reports to a printer that is configured on the Exa
platform server.

Abbreviated Receipt Select to use an abbreviated formatting for payment receipts.

Custom Receipt Select to use a customreceipt for payments, such as co-pays.

Exclude from all Portals (All Portals &| Select to exclude all studies associated with the facility from all portals, including when

Break the Glass) "breaking the glass."

Required Fields at Scheduling Select options to require when schedulingan exam.
Required Fields for Creatinga Select optionsto require when creating a preorder.
Preorder

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

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

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

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

dedicated format for the facility.

Other MRN settings See MRN information.

The following settings become available after you save.

NPI No. Type the national provider identifier of the facility.

Enable Insurance Eligibility Select if using PokitDok.

Federal Tax ID Type the tax ID of the facility.

Enable Insurance Claims [Unused]

ImagineSoft Provider ID Type the "facility ID" used by ImagineSoftware for Exa Clear.

Imagine Dataset ID KM staff enter this value provided by Imagine Software for integration with ImaginePay.

This ID does not have to be unique to each facility.

Default Billing Provider If using Exa Billing, select the default billing provider (the provider issuinginvoices for
treatment).

Service Facility The facility providing treatment.

POS Type Select the place of service code for the facility.
To use thisvalue as the default for all facilities, select the Always set POS to This Value
checkbox.

Fee Schedule Select the fee schedule for the facility.

Rendering Provider The primary radiologist at the facility.

Sales Tax Type the percentage of sales tax charged by the facility, or select Inherit to use the

percentage charged by the facility's company.

3. Select SAVE & CLOSE.
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Add modalities

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

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

Procedure

1. Goto SETUP > OFFICE > Office > MODALITY.

MODALITY

Hide Inactive
MO CODE MNAME

2| & BD Bone Densitometny

il B2 BR B Modality

Sl EEs cT Computed Tomsgraphy

2. Select ADD.

e * as O taactive
Mame + BR Modalay O Hidden on Physician Portal

3. Enter the following settings.

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

Name Type a unique name for the modality.

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

4. Select SAVE.

5. Inthe list of modalities, select the ® © buttons to order the new modality.

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

Modality rooms are named locations where modalities are used for exams, and must be configured for use in scheduling

exams. Add a modality room for each modality at your facility. Each modality room your configure here appears as a
column on the schedule book.

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

Avoid common mistakes

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

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

Procedure

1. Goto SETUP > OFFICE > Office > MODALITY ROOM.

MODALITY ROOM

Hide Inactive

FACHITY CODE £ MODALITY ROOM COLOR CODE

SF W srinika Facility 1 A1 US scaning
¢ W srinika Facility 1 A2 CT scaning
£ W Angie Facility ang Angie

2. Select ADD.
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Code * 01 =] tacthin Bodalities * DAL
Facil O 24 Modalities
achsy =
O
Hame * U scaning -
O e=s
lF.u--- Dt T st tydseoza [ | radns2024 =
et O o7
(Color Code - #3lantE
I 0O ue
Disgplay Ordar |
L MA
O wm
|
Click here to view/edit Schedule Templates applled to this reom,

3. Enter the following settings.

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

Facility Select the facility where the modality roomis located.

Name Type a name for the modality room.

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

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

Color Code Clickinside the box, and then select a color from the picker to assign to the modality
room. The color appearsin a bar below the name of the modality roomin the schedule
book.

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

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

Modalities Select all modalities that are in use in the modality room. All appointment types with
the modalities you select become available to schedule in the room (unless excluded
by schedule rules).

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

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

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

6. Select SAVE.
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Add a group chat room

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

Procedure

1. Goto SETUP > OFFICE > Office > GROUP CHAT ROOMS.

GROUF CHAT ROOMS

CHAT ROOM MAME CHAT ROOM MEMBERS LISERS WITH CHAT ROOM WISIBILITY
o d i T, & -
L TestChatRoom [

2. Select ADD.

GROLUP CHAT ROCHME

Renarn Mame = TegiRoam

Users ehoei Membe ¥ Available to

3. Enter the following settings.

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

4. Select SAVE.
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Add a notification

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

@ Prerequisite: Add at least one facility.

Procedure

1. Goto SETUP > OFFICE > Office > NOTIFICATION.

MOTIFECATION |

New Hires
Welcome our new prosideral

2. Select ADD.

HOTIFICATION

CLEAR BACK

Titla =

OHfice Location * B Angie Facility

Meera Facility

a0

Mew Hires O inastive Show on Provider Partal Login [ Show on Attoraay Portal Legin
Descriptan Welcome our new providers!
O allLeeations

Ll GobikaTestFacility

3. Enter the following settings.

Title

Type a title for the notification.

Show on Provider Portal Login

Select to display the notification on the sign-in page of the physician portal.

Show on Attorney Portal Login

Select to display the notification on the sign-in page of the attorney portal.

Description

Type the body of the notification.
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Office Location

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

4. Select SAVE.

Add tasks

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

offering 3D mammography in January.”

Procedure

1. Goto SETUP > OFFICE > Office > TASKS.

TITLE &

[l Ref Phys Reminders

DESCRIFTIOM

Offering marmmagraphy in April

- Mew intake forms

COMPLETE DUE DATE

all b

X Q33172023

2. Select ADD.

Titla *

O completed

Ref Phys Reminders

Description *

Due Date

- Offering mammaography in April
- New intake forms

033172022 | [H

3. Enter the following settings.

Title Type a title for the task.
Description Type a description of the task.
Due Date Select a due date for the task.
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Completed Select when the task is completed.

4. Select SAVE.

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

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

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

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

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

See also:

Add authorization rules
Authorize an exam

View authorization history

Add authorization rules

Authorization rules help prevent you from scheduling an exam on a date sooner than the amount of time required to
obtain insurance authorization. Based on the rules you configure, Exa PACS/RIS automatically adds a color-coded
authorization star to studies on the worklist to indicate authorization status, and displays prompts during scheduling.

Note: When there are multiple CPTs in a study with matching authorization rules, the overall status of the study
indicated on the worklist is that of the CPT with the highest-precedence (first) status in the following order: Needs

Authorization, Reauthorization Needed, Pending Authorization, Denied Authorization, Authorized, Partial
Authorization.

Prerequisite: Configure at least one procedure code and insurance provider.

Procedure

1. Goto SETUP > OFFICE > Office > EXAM AUTHORIZATION.
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EXAM AUTHORIZATION

FACILITIES MODALITIES DAY ALLOW SCHEDULING FROCEDURE CODES INSURAMNCE FROVIDERS
v all W all W
& B Angie Facility BD.CTBR MEMR, MM 2 v 2 Selectad 3 Sedected
2 H Mirmilla Test Facifity A 4 Eel 2 Splecied 2 Selected
2 H sainika Facildy 1 CTUS KA -] e 3 Splocted 1 Sedected
2. Select ADD.
Faility * O =elkeet all currant and futine facilities ™ Chooss facilities
MY COMPANY -
Diays *

Procedure Codes

Inswrance Providars

O Abow Scheduling
O Asply to Secondary/Tertiary Insurance
O Mo Authorization Mesded

2 CODES SELECTED

1 PROVIDERS SELECTED

3. Under Facility, to make different authorization rules for different facilities, Choose facilities.

4. Configure the following settings.

Facility Select all, or one or more facilities in the dropdown list that will use the authorization
rule.

Modality Select one or more modalities to which the authorization rule will apply.

Days Type the minimum number of days required for authorization (the exam cannot be

scheduled during the number of days you enter).

Allow Scheduling

Select to allow staff to schedule exams that are currently unauthorized, but that can
be authorized in the future. Gives the scheduler the option to schedule the exam,
create a preorder instead, or cancel.

Apply to Secondary/Tertiary
Insurance

Clear: Apply the rule to the primary insurance policy.

Select: Apply the rule to all (primary, secondary, and tertiary) insurance policies that
are available for the exam.

No Authorization Needed

Select to not require authorization for any study to which the rule applies.

Procedure Codes

Select one or more procedure codes. The authorization rule only applies to the
proceduresyou select.
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Insurance Providers Select one or more insurance providers. The authorization rule only applies to the
providersyou select.

5. Select SAVE.

See also:

Authorize an exam
What are authorization. verification. and estimation?

Create a study flag

You can create a study flag that users can apply to studies and orders on the worklist. Sorting the worklist by flags is one
way for users to easily find groups of studies or orders to work on. You can also use them to trigger routing rules. When
you create a study flag, you can restrict its availability by institution, facility, modality, and other parameters.

Procedure

1. Goto SETUP > OFFICE > Office > STUDY FLAG.

STUDY FLAG

DESCRIPTION = INETITUTIONS FACILITIES MODALITIES COLOR CODE

all -

Vs

i Flaga

¢ W Flag2

Flagz

2. Select ADD.
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STLDY FLAG

Description * Flag? O imective O Available in Parial O wiew Study Flag Calor Code
an Schedule Book
Institutians Facilitles Maodalitios
O a0 sstinutions O anFacilities O all madaliies

BD

H
O 0O

.,

ER

O

o7

|

MG

O

MR

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

4. Enter the following settings.

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

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

Schedule Book schedule book.

Color Code Select a colorin the picker. This color appearsin the Study Flag columnin the
worklist.

Institutions Select the institutions for which the study flagis available.

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

Modalities Select the modalities for which the study flagis available.

5. Select SAVE.

Set monthly goals

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

Procedure

1. Goto SETUP > OFFICE > Office > STUDY FLAG.
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MONTHLY GOALS

MODALITY GOAL PERIID (MONTHS MONTHLY G061 WORKING DAYS PER MONTH DALY GOAL
Al £
£ i (E 1] Fabruary 2023 i) n 3
2. Select ADD.

bodality * MG

Geal Period (Month/Year) * B | bdarch 2023

pdonthly Goal * 1G0

Working Days per Manth * 1

3. Enter the following settings.

Modality Select the modality for which to set a goal.

Goal Period Select the month for the goal.

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

4. Select SAVE.

Configure macro notes

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

Procedure

1. Goto SETUP > OFFICE > Office > MACRO NOTES.
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MACRO NOTES

DESCRIPTION = TYPE FACILTIES MODALITIES
* [l 5i studynaobes Shady Kty CompanyMirmilla Test Facility sinica Faall
2. Select ADD.

SAVE RESET BACK
Descriptian * S #ludy notes
Macna Types = Facildies * 3 SELECTED = Madality * ALL SELECTED (17) =

Ml Tionat ® Procaduras

Testing - notes scenarios EDIT APPOINTMENT TYPES
Al appointmant typaa

3. Enter the following settings.

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

Macro Types Select the context in which the macro note is available.

Facilities Select the facilities where the macro note is available.

Modalities Select the modality with which the macro note is available.

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

Macro Text Type the text of the macro note.

4. Select SAVE.

Configure portal links

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

Procedure

1. Goto SETUP > OFFICE > Office > PORTALS.
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PATIENT PORTAL PROVIDER PORTAL ATTORMEY PORTAL

Label Our Patient Portal

Link hittgefhwvaieatpportal.no

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

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

Link Type the URL. For example:

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

3. Select SAVE.

Manage life cycles
To automatically purge aging data (such as images and reports) from the database (such as for legal or efficiency
purposes), you can create life cycle management (LCM) rules. Exa PACS/RIS automatically purges data according to your

rules, in FIFO (first-in-first-out) order.

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

possibility, create multiple rules.

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

Procedure

1. Goto SETUP > OFFICE > Office > LIFE CYCLE MANAGEMENT.

LIFE CYCLE MANACEMENT

Mans = FaCRITY MEOALITY AGE OF - STUEY PURGE ACTIVE
v B -

PurgeTims GobikaTasiFaciily BRERCHOTDG D MG MENMOTE 3 monthe o

2. Select ADD.
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LCK Rule Marne * FurgeTime O wractive
Select Facility and Modaliny Splect Data io Purge Salwct When io Purge
B Imagus Age of Sludy Manitha w i i
Faciliy = COEWATESTRACILITY =
O Resars & SwdyCate *2) Study Recetved Date
O Decuments [ age of Patient
O cuity bstunce O verily image estances badars removing

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

4. Enter the following settings.

Facility/Modality Select the facilities and modalities whose data is subject to purging by the rule.
Data to Purge Select one or more types of data to purge.
When to Purge Age of Study: Required. Select the checkbox, and then enter the age of the data to

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

Study Date: Determine the Age of Study by its study date. Purge by study date,
oldest studiesfirst.

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

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

Verifyimage instance before removing: Select the checkbox, and then select a
database. Exa PACS/RIS confirms that the instance exists on the selected
database (such asa VNA) prior to purging.

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

6. Select SAVE.

500-000883A 55



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

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

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

Configure an ordering facility

Import an ordering facility

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

Add a provider group or location

Add a resource

Configure detailed resource settings

Merge resources

Convert or merge a system provider resource
Configure a technologist

Configure a provider pay schedule

Configure an ordering facility

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

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > ORDERING FACILITY.

CROERING FACILITY

Hide lnactwa

CODE MAME ADOREDS PHORE HO. P MO, EMAIL MARKET

MYOF Tty Ordering Facilty 2217 UG Highways 70 East
o B 010 QFI0 Addr

el Tl OF3 address

2. Select ADD, and then enter the following information.
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Code *

Mame *

Address Line 1 *

ddress Line 2

City,Statey 21F

Dafault POS Map Setart

Medicare Pravider Mo,

CLLA Hio

Medes

L] inactive Markes
Facilities
T Mg
Provider Agreemnent Code Select w

Select v Ertlity Identifier Code Select

Em

Sigfe License Ko

ETIM

Federal Tax 1D

Medicaid Frovider Mo

Taeonomy Coge

Iedicare LIPSN

5N

Contract Start Date

Fee Schecuis Salect

Locations/Cordacts

Eelected Frovider Contacts

Code Type the OF'sinternal facility code.

Name Type the name of the OF.

[Address] Type or select the address and country or region of the OF.
Default POS Map Ifyou configured POS maps, you can select one here.

Medicare Provider No.

Type the Medicare provider number of the OF.

CLIANo. Type the clinical laboratory improvement amendments number of the OF.

Notes For mobile billing, type notes to the OF, and apply formatting by using the word
processing tools provided.

Market Select markets served by the OF.

Facilities Select facilities associated with the OF.

NPINo. Type the national provider identifier of the OF.

Provider Agreement Code

Select the Medicare provider agreement code of the OF.

Entity Identifier Code

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

EIN

Type the employer identification number of the OF.

State License No.

Type the state medical license number of the OF.

ETIN

Type the ETIN to be able to use electronic transfers.
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Federal Tax ID Type the federal tax ID of the OF.

Medicaid Provider No. Type the Medicaid provider number.

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

Medicare UPIN Ifthere isonly one healthcare provider at the OF, and the provider has no NPI, type

the unique physician identification number of the provider.

SSN Ifthere isonly one healthcare provider at the OF, type the social security number
ofthe provider, ifavailable.

Contract Start Date The start date of any mobile billing contract made with the OF.

Fee Schedule Select a fee schedule from the dropdown list. To add fee schedules, see Configure a
fee schedule.

Locations/Contacts

Select a provider associated with the OF, and then select the plus button.

3. Select SAVE.

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

Locations/Contacts

See Add a location or contact to an ordering facility.

Providers

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

[None] Lists providers added to the ordering facility.

Summary

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

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

e Select GO to view the summary report.

Marketing Rep

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

Marketing Rep. Select the marketing representative for the facility.
Inherited From Ifinherited, enter the contact information of the origin.
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1. Select SAVE.

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

3. Inthe Patient Documents area, select UPLOAD to upload documents.

Login Details
You can link users who can sign in to the ordering facility portal, and assign sign-in credentials.
1. Selecta userand then select LINK USER.

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

Credentialed Technologists

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

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

Credentialed Radiologists

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

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

Linked Resources

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

Technologist Select a technologist to link.
Vehicle Select avehicle to link.
Billing Rules

See Add billing rules and About billing rules.

Import an ordering facility

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

1. Goto SETUP > OFFICE > Providers & Resources > ORDERING FACILITY.
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OROERING FatILITY

Hide inactive

S00E PARSE ADORESS PHOME K B MO EMAIL MAHKET
all -
B Mo Mty Orderiong Facilty 21T UE Highways 70 East
o QFI0 Addr

SEm OFa acdireas

2. Onthe ORDERING FACILITY tab, select IMPORT.

ADD RELOAD IMPORT HELP

LR Mo file chosen

. Update Existing

IMPORT CANCEL

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

5. Select IMPORT.

Add alocation or contact to an ordering facility

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

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > ORDERING FACILITY.
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DROERING FAZILITY
Hide Inacthee
S00E PARSE ADORESS PHOME K L=t EMAIL MAHKET
&ll -
E mvoE Mty Orderiong Facilty 21T UE Highways 70 East
W o OFI0 Addr
SEm OFa acdireas

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

sub-tab.
LOCATIONS/CONTACTS PROVIDERS SUMMARY
CREDENTIALED RADIGLOGISTS LIMKED RESOURCES
LOCATION MAME PHOME MUMEER FAY NO
& My Ordering Facifty

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

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

autofill.

Location Name Type the name of the location.

Phone/Fax/Email Type the contact information for the facility.

Send Fax/Email Select the checkboxesto indicate how to receive approved reports.

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

Ordering Facility Type Select the type of ordering facility for the location.

POS Type Select the place of service code for the location.

Primary Contact Select ifthislocation is the primary contact for the ordering facility.

Billing Type Available in selected regions.

500-000883A 61



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

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

5. Select SAVE CONTACT.

6. Select SAVE & CLOSE.

About provider organizations, and provider groups and locations

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

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

Group/location A Group/location B
Referring Provider A Referring Provider A
Referring Provider B Referring Provider B
Referring Provider C Referring Provider C

I%’ Notes:

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

¢ Configuring provider groups and locations is required for setting up the physician portal.

Add a provider organization

A provider organization is an optional parent entity for provider groups and locations, which are typically "brick-and-

mortar” offices and clinics for referring providers (see About provider organizations, and provider groups and locations).

To add a provider organization:
Procedure

1. Goto SETUP > OFFICE > Providers & Resources > PROVIDER ORGANIZATION.
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PROATDER DRGANIZATION

CODE PROVIDER GRGANIZATION & PROVIDER GROLUPS

FE o Provider Crigarization Test By Provides Groupd, AgieTestf

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

Code Type your internal code for the organization.

Description Type a description.

3. Select SAVE & CLOSE.

See also:

Add a provider group or location

Add a provider group or location

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

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

Procedure

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

PROVIDER GROUPYLOCATION

CODE HAME 2 ADOARESE PHOME B FAX N, EMAIL
7 il am AgieTeslPrvdoip 654 wesl st
2 W MvEG My Frovider Group 2217 US Highway 70 Eass
2. Select Add.
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PROAIDER GROUP/LOCATION

Codde * MYPG
Hame * Wy Pravider Graup
Pravidar Organization Pravider Organization Tesl ® | =
Address Line 1 # 2217 US Highway 70 East
Addreas Lime 2
Gty Sl TP Salect w
Phons Ha
Fax Mo
|:| Sared Fax
Ernail
Repart Paszward
PROVIDERS MARKETIMG REP
CODE HAME [l MOAAKETING REF AL
HCP1GPR Radialogist, Richard g
E RaD Test, Radiohogis 10

3. Enter the following settings.

Code Type your internal code for the group.

Name Type the name of the group.

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

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

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

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

Report Password Type the password that the provider group must use to view reports generated from
exams that they ordered.

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

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

A resource is a "container" to which you link an attorney, nurse, provider, laboratory, radiologist, technologist, or referring
provider. You can add individual resources and add them to one or more provider groups.

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

Why add a "resource" at all?

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

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

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE.

RESOURCE .

SEARCH FOR PROVIDER ON WEDR | . EXPORT
CODE=  MAME NP1 MARKETING.REF ADDRESS FHONE® FAX & SFECIALIT AESOURCE MARKET ACT BYE
all o+ all WAl (PR ARY
* SEm Tast, Attamay 2317 US Highwa: (22227 Astomey w
+ SRz Attamey, GobikaTest autoTestiddress Aty o
+ Flang2 Ragin, Arg BS54 wasl 5t Asdeming P -

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

Note: Actual settings differ depending on your selection in the Type dropdown list.
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Coatfer HCP1ZRF L] inactive Facilities
Mama * He‘ferrlng
Provider
Title
KPPl Ma
Licenss Ma.
Tamonomy Code
Medicare Provider No 100

Ce. Office Mame
Medicald Provider No

58N

Prow. Agreernent Code w 7
Fedesal Tax 1D

POS Typa Select
EIMN Mo

Fee Schedule Halect v
ETIN ho

Max TAT 1 {In min)

Madicars LIPIN

Type Select the provider type.

Code Type your internal code for the provider.

Name Type the name of the provider.

Modality Select the technologist’s allowed modalities.

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

NPINo. Type the national provider identifier of the facility.

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

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

SSN Type the social security number of the provider.

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

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

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

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

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

Facilities Select all facilities with which the provider is associated.
CAUTION: Confusion can arise ifyou select Facility "A" here, and then later link a user
to thisresource who does not have rights to view studies from Facility "A." Keep track
of which resources and users have access to which facilities and other assets.

Specialty Select the specialties of the provider.

License No. Type the state medical license number of the provider.
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3.

Medicare Provider No.

Type the Medicare provider number of the provider.

Medicaid Provider No.

Type the Medicaid provider number of the provider.

Prov. Agreement Code

Type the code for the legal provider agreement code.

POS Type

Displayed when Referring Provider is selected as the provider type. Select the place off
service type for the referring provider's location.

Fee Schedule

Displayed when Referring Provider is selected as the provider type.

Max TAT

Assign a maximum turnaround time for the provider, in minutes. Exa PACS/RIS divides
this time into 4 segments on the TAT monitor on the worklist.

Under Contact Information, enter the following settings.

Contact Information

Code ®

Provider Organization
Group

Email

Contact Mame
Couniry

Address Ling 1 *

Addrass Line 2

City/State/ZIP

Provider Alerts

O inactive Office Phone
Office Fax
Mobile Mo,

Fager Mo.

Phane Na.

United States  w Fax Mo

Primary Contact

Select

eXQ-PLATFORM

Code

Type your internal code for the provider.

Provider Organization

Select the provider organization of the provider.

Group Select the provider group to which the provider belongs.
Ifthe provider uses Physician Portal, you must select the portal user's group.
Email Type the email address of the provider. Thisisrequired to receive email reports,

notifications, or attachments.

Contact Name

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

[Country and Address]

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

Provider Alerts

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

Office Phone/Fax

Type the contact information for the provider’s office.

Mobile/Pager No.

Type the mobile and/or pager number of the provider.
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Phone No. Type the personal phone number of the provider.
Fax No. Type the personal fax number of the provider.
Primary Contact Select to send reportsto the referring provider only.

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

Reports to Me

Contact Information Reparts ta Group
[ Email Report Link [J Email &ttachment [J Email Report Link [J Emad attachment
|:| Postal Mar D Fax : Pastal Mail D Fax
[ office Fax ] office Fax
Report Password Repaorts to Patient Portal
Delay (in days)

Image Delivery Options

O co
|:| Film
|:| Papsar

Matification Settings

O Ennai
D Fax

D Recoive When
added as CC Provider

Reportsto Me Contact Information

Email Report Link Select to send reports to the individual provider location/contact,

Email Attachment and select which methods to use.

Postal Mail . . .

Fax Note: Ifyou select Email Report Link and/or Email Attachment, you

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

Reports to Group

Email Report Link Select to send reports to all members of the provider

Email Attachment location/contact's provider group, and select which methods to use.

Postal Mail

Fax

Office Fax HL7

Report Password Ifyou selected Email Report Link previously, type the password that
the provider must use to view reports generated from exams that
they ordered.
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CAUTION: Ifyou don't add a password, the default password
(123456) isused. Because thisis easy to guess, please create a
unigue password as soon as possible.

Reports to Patient Portal

Delay Type the number of days to wait before posting reports on the patient
portal.
Image Delivery CD Select which media to use to deliver images.
Options Film
Paper
Notification Settings | Email/Fax Select toreceive notifications by email and/or fax.

Receive When Added as CC| Select to have the provider receive notifications by email if they are
Provider added as a CC (carbon copy) provider.

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

Configure a technologist
Deliver reports
Configure a notification template

Configure detailed resource settings

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

@ Prerequisite: Add a resource.

LOCATIONS/CONTACTS

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

SIGMATURE SUMMARY PEER REVIEW

CODE CONTACT NAM GROUF ORDERING FAC ADDRESS PHOME # MARKETING RE PRIMA

Yes

.-L
8
=
e
£

L | k

NEW CONTACT

LOGIN DETAILS

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

1. Select the user and then select LINK USER.

LOCATIONSICONTACTS LOGIN DETAILS ALT, MAME MOBILE SCHEDULE TENSPLAT

Salect Liser fdtest w|w
LIMK LSER

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

New User * Mew User
Password * Password
Confirm Password *  Confirm Passwond

Access Expires

After days w
|:| One-Time Access

Group Mame * Portal(PTLO) « |+ B Hide AD Groups

ALT. NAME

If the resource goes by different names, add them here.
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ALLOWED APPOINTMENTS

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

MOBILE SCHEDULE TEMPLATES

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

SCHEDULE RULES

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

SIGNATURE

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

SUMMARY

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

PEER REVIEW

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

Merge resources

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

1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE.

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

RESOURCE PROVIDER PAY SCHEDULE

MERGE SEARCH FOR PROVIDER OM WERB

ADDRESS SPECIALITY RESOURCETYPE A

All

Becomes available Attainey

when you select the Laboratory
{1 Murs=

resource type Provider-Radiclogy

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

4. Inthe dialog, select Next, and then select a destination provider.

Selected for merge

ABARCA, MD 25507

Cancel

Referring Provider Merge

5. Select Confirm to complete the merge.

CUMMary

Source

ABARCA, C MO (25507

Destination

abarca

Cancel

Referring Provider Merge

Convert or merge a system provider resource

When Exa PACS/RIS receives a study with providers that it does not recognize, it automatically creates a system provider

resource and associates the study with that system provider. System providers are not available in other parts of the

program, but you can convert them to a usable provider or merge them with an existing one.

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE.
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RESOURCE
SEARCH FOR PROVIDER ON WEDR | RELOAD EXPORT
CODE & HAME NP2 MARKETIMNG REF ADDREES FPHOME® FAX & EPECIALIT AESOURCE MARKET ACT BYE
all o+ all oW all wow W
+ SEn Test, Attamay 2717 US Highwa: (22122 Attamey w
+ SRz Attamey, GobikaTest sutoTestiddress Aty w
+ Flang2 Ragin, Arg BS54 wasl 5t Asdeming P -

2. Onthe SYSTEM PROVIDER column, select Yes.

COMNVERT SELECTED SEARCH FOR PROVIDER ON WEB
CODE = MAME MPi® MARKETING ADDRESS SPECIALITY RESOURCE ACTIVE [JSYSTEM PROVIDER
[ +] All w | Al v Yes v R Yes W
+ HCPZIRF NP KRISTY SU [z¥sTEM PROVIDI Referring Fr w v

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

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

System provider management

How would you like to convert the selected
system providers?

CANCEL

4. Select SAVE.

Configure a technologist

Technologists have access to special features in Exa PACS/RIS, and therefore require a slightly more detailed
configuration that other types of users. For example, you can select which appointment types the technologist is allowed
to perform, and assign schedule rules to the technologist, which prevents scheduling them for an appointment that they
are not allowed to perform. To configure a technologist:

Add a technologist resource

1. Follow the steps in Add a resource to add a resource of type Technologist, and select SAVE (do not select SAVE
& CLOSE).
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2. Onthe ALLOWED APPOINTMENTS sub-tab, select EDIT.

Typz ® I Technclogia - I W nrkeat MOME SELECTED =

Code HoPaZTE O iractive Facikties * MLL SELECTED {3} =

Hume = .
Teeky 1l reh i adity ALL SELECTED [VE] -

CATHINGACONTALTS LOGINDETALS KGRILE SCHEDMALE TEMPLATES SCHEDULE RLLES SUMMSRY VEER REVIEW

O0E hatdE haihualiTy Fataimy

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

4. Optional. On the SCHEDULE RULES sub-tab, select an edit button to modify a schedule rule.

5. Select SAVE & CLOSE.

Create a technologist user role
1. Goto SETUP > OFFICE > User Management > USER ROLES.
2. Select ADD, type a name and description of the role (such as "TECH"), and the select SAVE.

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

4. Select SAVE & CLOSE.

Create a technologist user group

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

Group Mame *

Group Description *

Group Code * TECH

Technolagist

Technologist

Roles

O silling

O Facility Admin
O Front-desk
[ rortal

O rap

O trens

O inactive

All Documants

Document Types *

B apn
B iDcard

B insusance Casd

Mavigation

] Dashboard

Warklist

O Patient Arrival Warklist
Patient

[ Fax Manager
Schedule

O &illing

O Payments

SAVE

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

3. Enter other settings for the group (see Create a user group), and then select SAVE.

Create a technologist user

Configure an individual technologist as a technologist user.

1. Onthe USERS tab, select ADD.

2. Inthe Linked Provider User Type dropdown list, select Technologist.
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USERS

SAVE & CLOSE
Group Mams * T alag + B Hide AD G ] .
e i ficcess Expinag fftar daya b
MHame = Tach Tas1 O OneTime Acosss
Mekile Phons O User Must Changs Passaond Nest Lags
S O User can change accounting dates
O Diragon 340

Lisar Mama * Test Tech O tasetiva

Blarket MOME SELECTED -
Saasion Interval an O allow Emergancy Accass

ALL SELECTED (5] ~

Linked Frovidar User Type | Technolagt -

Techneloginl

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

5. Select SAVE.

Configure a provider pay schedule

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

Prerequisite: Obtain the Provider Pay Schedule right.

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > PROVIDER PAY SCHEDULE.

FROVIDER PAY SCHEDULE

HAME = START DATE EMD DATE
I Test 120/ 15490 LR Fr F
2. Select ADD.
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Pay Schedule Mame *  Test

Provider * Teest

Selected Providers

Zelected Appointment Types

76377-$100.00 X

Start Date/End Date BAMY

O mactive

DOAYYYY & | M ¥ &

, Radiologist ® (= -

Medalities [ a0 modalities hodality Fee 1l
I BR =
B cr
B va
B vR -
Sumimary
Appointment Types 30 RMNODR I&R CTMRI US/OTH REQ POSTPCY | *  Appaintment Type Fee 100

3. Enter the following settings.

Pay Schedule Name

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

Start/End Date

Select a date range during which the pay schedule isvalid.

Provider

Select aradiologist to assign to the providing organization, and then select the plus|

button. You can add multiple radiologists.

Modalities/Fee

Select one or more modalities to which to assign a fee.
Type the fee to charge when using the selected modality during an exam, and then

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

Appointment Types/Fee

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

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

Note: Appointment type fees overwrite any overlapping modality fees.

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

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

About fee schedules

Configure a fee schedule

Import or export a fee schedule

Configure a facility fee schedule

Configure body parts

Configure diagnostic codes

Import diagnostic codes

About procedure codes. appointment types, and appointment type procedures
Configure procedure codes

Import specimen catalogs

Import procedure codes

Configure NDCs

About schedule blocks

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

Configure study statuses

Configure study flow

Add a transcription template

Add a report template

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

Configure exam prep instructions

Configure grouped appointments
View locked slots

About fee schedules

Fee schedules define what your healthcare institution charges for procedures.

Types of fee schedule

e Billing fee schedule: The primary type of fee schedule. Lists the global fees before any other
considerations.

o Allowed fee schedule: The contract rate agreed upon with insurance companies. Used for reference
purposes.

500-000883A 78



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

o Self-pay schedule: Reflects discounts for cash payments made by individual patients.

Creating fee schedules

To create fee schedules, see Configure a fee schedule.

Using fee schedules

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

Add an insurance provider
Configure an ordering facility
Add a facility
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Ordering facilities: which fees are used from which schedules?

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

facility.

For ordering purposes

Creating or Scheduling an Order:
Insured?

Yes / No
/ +

MNo
Policy mapped to an allowed fee schedule? > Facility fee schedule available?
Yes Yes \l:u
S
Allowed fee schedule contains the CPT or Use CPT hill fee Use CPT bill fee

foes? and allowed and allowed
amount from amount from
7 FACIILTY FEE DEFAULT FEE

Yes = SCHEDULE SCHEDULE

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

If the bill fee is modified in Yes i w

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

bill fee DEFAULT FEE

SCHEDULE

Use CPT hill fee The allowed
amount is the

billed fee

and allowed

amount from
FACIILTY FEE
SCHEDULE
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For billing purposes

Creating a Claim: Who's the responsible party?

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

(Apply logic in boxes

+ and £ above) Fee schedule selected for the

'I'ES‘/

Fee schedule selected for the

ordering facilty?

\':“ Yes

responsible party?

Billing rules apply?

Rule Type:

Fixed value
Value appears
as billing and
allowed fee on
daim

Percentage
Calculation of

billing and

allowed fee
applied from
DEFAULT FEE

Billing and
allowed fees
from DEFAULT

FEE SCHEDULE

Billing rules apply?

Yes

Rule Type:

Fixed value
Value appears
as billing and
allowed fee on
claim

Percentage
Calculation of
billing and
gllowed fee
applied from
selected

\q:

Billing and
allowed fees
from selected

ORDERING
FACILITY FEE
SCHEDULE

Billing and
allowed fees

from BILLING
FEE SCHEDULE

\u

Facility fee schedule

available?

CPT billing fee
Yes and allowed
amount from
FACIILTY FEE
SCHEDULE

CPT billing fee
No and allowed

s & amount from
DEFAULT FEE

ORDERING
FACILITY FEE
SCHEDULE

SCHEDULE

Other
From DEFAULT
FEE SCHEDULE

Other
From selected
ORDERING
FACILITY FEE
SCHEDULE

SCHEDULE

Configure a fee schedule

You can configure fee schedules by following these steps:

@ Prerequisite: Configure procedure codes
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Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > FEE SCHEDULE.

FEE SCHEDALE

WAME = TYPE FRIIM DATE i) '.'.'-.'E
v
£ Defouit Batling Fee Schecide AN V200
£ Nawy defaull Diefisull s Schuchie D2/F8/R00E 03012023
& vt bl dew sched Eillife Few Schidile 02/28//2003 12/30/2023

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

Fee Schedule Name Type a name for the fee schedule.

From Date/To Date Select a date range during which the fee schedule isvalid. The From date must be
the current day or earlier.

Type Select a type from the dropdown.

3. Select SAVE.

4. Onthe FEE SCHEDULE tab, find the schedule you just added, and then double-click to open it.

FEE SCHEDMILE
Fer Schecue Name = | nest bl fee sched
O mactie
FombaseToDate * | g22aanns 6 izanoz: | 0
Type Biling Fee Schedule.
s DESCRIFTION SERVICE TYFE MODALTY FALCILITY GLOE
L i1 - ] W

= I DOOF HRT FAILUIRE ASSESSED srinika Facltty 1 fingie Facke 000
£ B DDOTA MM BDMMN SARSCONT JDMCET. SML DIL FECON annka Faclity 1 Angas Faske0.00
Pl MM ADRAN SAREC0NE 0ACGN. 2L DIL PECON & arinika Faoility 1,Angle Faciit 0.00

5. Select ADD PROCEDURE, select one or more procedures in the list, and then select SAVE.

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

Add To Shows the name of the current fee schedule.

Facilities Select the facilities that provide the procedure.
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Code Type the code for the procedure.

Short Description Type one or more charactersin the description of the procedure.

Modalities Select the modalities used in the procedure.

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

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

Service Type Select a service type in the dropdown list.

6. Onthe FEE SCHEDULE tab, select SAVE.

Result: The Fee Schedule tab reappears with the procedures you added in the list.

7. Open one of the procedures, and in the Fee Details dialog, enter the following fees:

Fee Details:

Code

shodt Description
Deacziption
Global Foeg
Frofessional Fee

Techmical Fees

0,00

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

Import or export a fee schedule

You can import a fee schedule from another Exa PACS/RIS installation, or export a fee schedule from your current
installation. When importing a fee schedule that already exists in Exa PACS/RIS but contains new CPT or billing codes,

the new codes are added to the program. However as of version 1.4.32_P6, new appointment types are not added.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > FEE SCHEDULE.
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FEE SCHEDIALE

WAME = TYPE FROM DATE TODATE
& £
£ Defauit Bating Faw Scheculs VRSN RIET O 32050
£ Mawe dafaull Defaul Fré Schadule 023820 03maI023
¢ tieat bl A ached Eallifey Fewt Schindule 027387202 12/30/2023

2. Double-click an existing fee schedule to open it.
3. Toimport a fee schedule:
a. Select IMPORT FEE SCHEDULE.

b. Select Choose File, browse for and select a file to import, and then select Open.

c. Select IMPORT.

FEE SCHEDLULE
Fea Schedule Name * test bill fee sched
O inactive
From Date/ToDate * 0232022 | B | 1zros0zz | ©H
Type Billing Fee Schedule
CODE DESCRIFTION SERVICE TYPE MOCBLITY FACILIT]
A Al w A
3 0001F HAT FAILUAE ASSESSED srmika
£ @ 0001A IR ADMN SARECOVZ I0MCGD. ML DIL RECOR srinika

5. To export the current fee schedule to your Windows Downloads folder, select EXPORT FEE SCHEDULE.

Configure a facility fee schedule

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

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > FACILITY FEE SCHEDULE.
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FACILITY FEE SCHEDULE

HAME * START OATE EMD DATE
8 Krmills Test Facirty 1273172 0130230
2. Select ADD.
Fi Mama * Fa Foe 01 O nactee
Start Dato/End Cate * 2022-05071 = 2024-0531 =
Facilitin + O aliFseitiies Ordering Facliiies. [1 Al Qrdering Fucilaien

T T D

Mecalitics O allsodaditees Kaadality Fae ]
O en -
O er
O er

Sunenany I

BO:  S100.00

[i:H E100.00

CcH: 510000

3. Enter the following settings.

Fee Name Type a name for the facility fee schedule.

Start Date/End Date Select a date range during which the schedule isvalid.

Facilities Select one or more facilities to which the schedule applies.

Modalities Select one or more modalities to which the fee applies.

Modality Fee Type the fee for the modality, and then select the plus button. You can add

multiple modality/fee combinations.

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

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

4. Select SAVE.
See also:

About fee schedules

500-000883A 85



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Configure body parts

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

1. Goto SETUP > OFFICE > Scheduling & Codes > BODY PARTS.

BOOY PARTE
HAME = ALT AMIE
B Akdomen Abdarrsan
S W Anke Arile
&0 A A
2. Select ADD.

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

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

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > DIAGNOSTIC CODES.

DHAGNDSTIC Cf

CODE = DESTRIFTION TYFE ACTINE
& ¥ | Ye .
£ @ =000 Cholera dus to Vibio choleras 07, biovar chadetas =010 w -
el B e Chislera g o Wibro chioleras 07, biovar et oo L
~E 2000 Chalera, unspecified wing -
2. Select ADD.
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Code * A00.0 (] inactive
Description * Cholera due to Vibrio chol
Code Type ICD10 v

3. Enter the following settings.
Code - Type the code to enter.
Description - Type the code’s diagnosis description.
Code Type - Select the code standard to which the code belongs.

4. Select SAVE.

Import diagnostic codes

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

program.
Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > DIAGNOSTIC CODES.

DAGNDSTIC CODES

CODE = DESCRIFTION TYFE ACTIVE

& E s000 Cholera due o Wibro chelerae 01, biovar chalerse Cog v
el B K Cholera dus to Wibrio choleras 01, biovar st o -
§ 2004 Cholera, unspecifed g o

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

5. Select IMPORT.
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About procedure codes, appointment types, and appointment type procedures

Procedure code

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

Appointment types and appointment type procedures

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

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

Where do | use these?

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

Grouped appointments

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

Grouped appointment Appointment type A Appointment type procedure A

Appointment type B Appointment type procedure A

Appointment type procedure B

Appointment type procedure C

What's the difference?

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

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

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

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

Procedure code charge types

You can select a charge type for individual procedure codes that determines whether the procedures are billed to an
ordering facility or insurance carrier, regardless of the claim's responsible payer. When you create a claim, Exa PACS/RIS
automatically creates separate invoices for all procedure codes of each charge type—one invoice for the insurance
carrier, and one for the ordering facility. Specifying charge types is especially useful when working with ordering facility
billing rules that automatically add special charges to ordering facility invoices. The charge types are:

Ordering facility invoice
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e Charges are placed on the ordering facility invoice.

No Split - Insurance

e Charges are placed on the insurance company invoice if the OF billing type is Global, or when the claim is
created from the census queue and Global is selected.

e If the insurance provider is set up for split (technical and professional) claims, charges are added to the
technical claim only, without a modifier, and with the fee from the default fee schedule (not the fee
schedule mapped to the OF).

See also:

Configure procedure codes
Configure appointment types
Configure grouped appointments

Configure procedure codes

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

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

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

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > PROCEDURE CODES.

B Hide nactive
CODE= DESCRIFTION EXAM PREP INSTRUCT GLOBAL FF DURATION FACILITY MODALITY BIIDFIERS SERVICETYPE  RWU
w AL WA -
E poA Pl ADRIN EARECOVE [ 15 atisika Facdity 1 Angee Fac usdalred
& o0iF wRT FAILURE ASEESEE [ 15 arinika Faciity 1,Angie Fac
el Pdbd ADIKIH SERSCOVD i 15 wriciks Faciry 1Ange Fac undefred
2. Select ADD.
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Facilities * all Facilities service Type * Select
Ref. Code GO0 A
NS Code

MIDC Measure

Color Code
Code * ooo1a [ mnactive SDE Study O
Short Description * IMM ADBAM SARSCOVE 3
Dascription * IR ADMMN SARSCOVE 3
HERAL FXTL K ¥ . 5 I 1PLA Ex AN
Body Part Select W Duration 15

~ sfault
[ mon-Transcribable [ Reguire Copay Default Units I

O requite Physician [ Require Waiting Time ol
Motes Leviel Select w
Modalities * O so
O er
Charge Type Salect w 0 et
TR

3. Enter the following settings.

Single/Empty Code [unused]

Facilities Select one or more facilities that perform the procedure.

Code Type your code for the procedure.

Short Description Type a short description for the procedure.

Description Type a full description of the procedure.

Service Type Select the service type to which the procedure belongs.

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

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

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

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

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

5. Optional. On the GENERAL sub-tab, enter the following settings, and then select SAVE.

Body Part Select the body part associated with the procedure.

Non-Transcribable Select ifthe procedure cannot be transcribed.

Require Copay Select ifthe procedure requires a copayment.

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

Require Waiting Time Select ifthe procedure requires a waiting time before beginning (such as drinking

Barium some number of hours before a procedure).

Notes Type notes for the procedure as needed.

Charge Type Select on whichinvoice to add the charge. For details, see About procedure codes
appointment types. and appointment type procedures.

Ordering Facility Invoice

No Split - Insurance

Duration Type the expected duration of the procedure.
Default Units Type the number of procedure units.
RVU Type or select the relative value units of the procedure for Medicare

reimbursement.

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

Modalities Select one or more modalities used in the procedure.

6. Optional. To add NDCs to the procedure code, do the following.
a. Onthe NDC sub-tab, select Add.
b. Search for a code by entering criteria in the search boxes at the top and selecting Enter.
c. Selectthe checkboxes of the NDCs to add, and then select SAVE.

d. Optional: To make NDCs available to add with charges in the Technologist screen and elsewhere, add the
procedure you created to an appointment type (see Configure appointment types).

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

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

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

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

¢ Inthe Template List, select an existing template. To make templates available in this list, see Add a report
template.
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o Select NEW TEMPLATE, type a template hame, create a template in the word processing area, and then
select SAVE TEMPLATE.

11. Select SAVE & CLOSE.

See also:

About procedure codes. appointment types, and appointment type procedures

Import specimen catalogs

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

1. Goto SETUP > OFFICE > Scheduling & Codes > PROCEDURE CODES.

B Hide nactive
CO0E= DESCRIFTION EXAME PREP INSTRUCT GLOBAL FE DURKTICN FACHLITY MODALITY MOOEFIERS SERVICETYFE Rl
w | LAl w A -
E ooma Pl ADWIN SARELOVE [ 15 arisika Facdity 1 Angee Fac usdalred
& nF BRT FAILURE ASEEESE i 15 arini b Faciity 1,Angie Fao
+ B 0DiEa Pl ADWIH SARSCIND il 15 wricika Fagiiy 14nge Fac undefred

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

5. Select IMPORT.

Import procedure codes

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

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > PROCEDURE CODES.
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EFECIMIEN CATALOD
B vide nactive
CODE= DESCRIFTION EXAMS PREP INSTRLUCT GLOBAL FEDURATICN FACILITY MODALITY MOOEFIERS SERVICETYFE Rl
w AL WA -
E ooma P ADKIN SARELOVT [ 15 aiiika Facdity 1 Angee Fae utatalred
& nF BRT FAILURE ASEESEE i 15 arinika Faciity 1,Angie Fac
Fall 1 b ALK ARSI i i5 wricika Fagiry 1Ange Fac undefired

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

5. Select IMPORT.

Configure NDCs

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

When adding charges such as during technologist exams or in the Edit Study screen, you can add the NDCs you create

here to the charges. To make this available you must first:

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

Add an NDC manually
1. Goto SETUP > OFFICE > Scheduling & Codes > NDC CODES.

PROFRIETARY MAME = MON PROPRIETARY NAM NOC PACEAGE CODE PACHALE DESCRIFTION LAEELER NAME FRODUCT KOC ROUTE

Earedrin Prn Tripls Action Scetaminophen, Aspicis [T6T2053 TG POLCH in 1 BOX = 1 P¥Garcamitrkine Congome Tabist, Costed Mazal

2. Select ADD.
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MDC CODES
Fropristary Mame * Excedrin P Triple Action Caphets Labaler Harme * Glaxoamithikiine Consumer Healthcane Hold
Mon Progrietany Nams * Acetaminophen, Asprin {nsaed) and Dyphent Product MO * Tablet, Coated
MOE Package Code = 672053 Route Masal b
Package Description * 10POUCHM 1 BOX » T PATCH n 1 POLICH »
Strength 3 uokd | g -

3. Enter the following settings.

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

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

XXXX-XXXX-XX > OXXXXXXXXX
XXXXX-XXX-XX > XXXXXOXXXX
XXXXX-XXXX-X > XXXXXXXX0X

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

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

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

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

Route Select the administration method for the drug.

4. Select SAVE.

Import NDCs

1. Create a CSV file of NDCs that include the same options in the previous table.
Hint: Select the Help button to view a list of the column names and their order.

2. Goto OFFICE > Scheduling & Codes.

3. Onthe NDC CODES tab, select IMPORT.

4. Select Choose File, browse for and select the CSV file, and then select Open.

Optional: To append (and not replace) the CSV file to existing NDCs, select the Update Existing checkbox.
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5. Select IMPORT.

See also:

Add charges and NDCs in the exam screen for technologists

About schedule blocks

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

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

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

See also:

About schedule templates and schedule rules
Create a quick block

About schedule templates and schedule rules

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

Inclusion and exclusion rules

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

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

Schedule rules and the Find Slots feature

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

2. Ifan exclusion rule applies to a slot, the slot is not available.

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

e All other slots are unavailable.
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e A priority is set for the inclusion rules in the following order: Specific date, yearly, monthly, weekly, daily.

For example:

o If a specific date rule and a daily inclusion rule apply, the specific date rule is applied and the daily rule is
ignored.

e If two equal priority rules exist (such as two daily rules), they both apply (they "stack").

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

Schedule rule precedence

¢ The less frequent a rule recurs, the higher it takes precedence (and non-recurring rules take precedent over
recurring rules).

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

See also:

Configure a schedule template and schedule rules
Use the Find Slots feature

Configure a schedule template and schedule rules

You can configure a schedule template, and then add schedule rules to the template that define scheduling availability of
your modality rooms and other resources.

@ Prerequisites:

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

e Add Add modality rooms.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > SCHEDULE TEMPLATE.

SCHEDMILE TEMPLATES

Teenplate Mame  Solecr scheduls famerate » | [ show Inactive
Schedule Rules RELOAD | ADD
FRULE MaME FACILITY SOCELE MOLRSLITY RO STEAT DATE  END DATE RESOURCE APPOTRENT TYPES AVAN &) ACTIVE
v | Al W AR - Al w| = wr | A e | Y
A T Inchuzan Marmilts Tezt Facility () T = o

2. Select ADD TEMPLATE.
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3. Type a name and description for the template and then select SAVE.
4. Under Schedule Rules, select ADD.

5. Inthe schedule rule screen, enter the following settings (see example screen below).

Template Name Select the template to which to add the schedule rule.

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

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

Modality Rooms Select a combination of these items along with dates and times to define the rule. For

. example, your rule could state that:
Appointment Types

“Resource A can perform appointment type B in modality room C."
Resource

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

Display as a block on schedule book| Select ifthis rule defines a schedule block on the schedule book. Select the
hexadecimal color code box, and then use the color picker to assign a color to the
block.

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

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

the program taking it into account when finding slots.

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

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

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

6. Do one of the following

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

O inactive
Tempiats Name * Jenns Template =
Rule Mame * O Predefined ® Free Text

Lumch 12-1pm

Modality Rooms EDIT MODALITY ROOMS n n Pl R EDIT APPOINTMENT TYPES

T T

XRAY-H (XRAY-H)

Type * Repeating W Start Date 10/032022 =
B ot Avsilabie
B Dispiay as a biock on schedule baok

O Ignore rule in scheduling engine (use
ondy for displaying text/colos label)

Repeats Daily e Every 1 W days

From | 1200 PM o) To 1:00PM &

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

See also:

About schedule templates and schedule rules
About schedule blocks

Create a quick block

Configure a schedule filter

You can create a filter that controls what appears in the schedule book. For example, you could create a filter that only
shows two modalities during a four-day period.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > SCHEDULE FILTER.
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SCHEDULE FLTER. B

FILTER: MAME = Davs
Test 2
2. Select ADD.
!
[FiRer Bame Test
o ot Diays * 4 =
| Locaticrs by Compay " "
Modalty Rooms Compuber Tomo

Wi

Mhe! Hold Cirl of Shil e select midliple modality raoims.

3. Enter the following settings.

Filter Name Type a name for the filter.

No. of Days Type the number of days to display on a single page of the schedule book. If the
content of the page exceeds the available display width, a scroll bar appears.

Locations Select a facility in the dropdown list. The modality rooms at the selected facility
appear in the Modality Rooms list.

Modality Rooms Select one or more modalitiesin the list, and then select the right arrow

button to add themto the Selected Rooms list. These are the only modality rooms
(columns) that appear in the schedule book when you apply the filter.

4. Select SAVE.

Configure study statuses

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

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > STUDY STATUS > STUDY STATUS.
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STUDY STATUS

STUDY STATUS STUDY FLOW

Eacility *

My Company

I ORD/Ordered | o
PR/Precheckin  |ame
SCHScheduled | Coger

B cow/condirmed | omer

CHI/Check-In | ome

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

STUDY STATUS STUDY FLOW

Genaral Infoemation Things 1o alidata O avays show validation Window
Status Code * [ Patient address [ cPrcode
r [Address, City, State, ZIF)
[ adad 1o Study Shorcul Mer on Warklist O piagnosks Code
g : ? = [ Patient 550
Slatus Descrption O mictileRad Related - [ matient bets
- 1 [ Patient Coract
Tl Candee O oOrder Aefated Mumber (Home o [0 Aeason far Study
hdabila)
Max Wait Time min (5 O ecumant Review

[ Refoming Physician

Katification Settings

Emall Template £3i

3. Enter the following settings.

General Information| Status Code Type your internal code for the status.

Add to Study Shortcut Menu on| Select to add the status to the study row shortcut menu on the

Worklist worklist.
Status Description Type the name of the status.
MobileRad Related *Required for the Mobile RAD app.

Select ifthe statusis for Mobile RAD.

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

Order Related Select ifthe status applies to entire orders. Clear if the status
appliesto studies.
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Max Wait Time Type the number of minutes to complete check-in. Ifthe time is
exceeded, the “Exceeds maximum time limit” count at the bottom
of the worklist increments.

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

(not available for all [ Window any Things to Validate.

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

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

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

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

resource).

4. Select SAVE.
See also:

Require document review

Configure study flow

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

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

Caution:
e Changing the study flow incorrectly can “orphan” studies, leaving them unable to move to the next
status in the workflow.
e Selecting RESET clears all non-saved changes and restores the default flow.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > STUDY STATUS > STUDY FLOW.

2. Inthe Facility dropdown list, select a facility.

500-000883A 101



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Facility * My Company |+ M O angie Faclity m
7 O cotikaTostFacility
E Meera Facility
M wv Company ]
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— S il diy
s Pracheckin
L : | Epheded
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L
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Cheghin
Chaek-Out = Tech End :
Hy L L [ Tech Sanr
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3. To modify the flow:

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

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

e Selecting the triangle on an arrow.
e Under Actions, select a routing rule, and then select OK.

Result: When studies change between the statuses, they do so per criteria defined in the selected routing rule.
For example, the routing rule might send the study to a specified AE along with user-defined priors. See
Configure routing rules.

5. Optional: To force flow between statuses:

e Selecting the triangle on an arrow.

e Under Force Flow After, type or select a number of minutes.
o [favailable, select modalities to which the force flow applies.
e SelectOK.

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

6. Select SAVE.

See also:

Configure study statuses
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Add a transcription template

You can create a template that contains pre-formatted text and merge fields that you can quickly add to a transcription.
This transcription template is for formatting a transcription, whereas a report template is for final formatting of approved
reports. To use a transcription template, see Dictation and transcription with Exa Voice and Exa Trans. To create a
transcription template:

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > TRANSCRIPTION TEMPLATE.

TRAMSCHFTION TEMPLATE

TEMPLATE HAME =

£ B Terglste New
B Testtwe
E MRAY HARD
2. Select ADD.
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Template Hame = m ] i PRGE LR R g el e L T Ghomy Bihon
ERAY HAND - 1 i Tempilse Mo
o Airta w | e v | A e i | = = |
O inacove B Gioka hes Loesi j = A - ', Tv g = e B
Cigtoand = ! Y i x| B A E ¥ b= .

Mecen Keyword

,
Bor

Exam: RADIOGRAPH OF THE _ HAND

Technique: P4 cblbgue and lateral views of the  hand are submitted
et s : Elinical Data: Pain

Prior Studies

Findinmgs: There is regional ostecpena Scattered moderate degeneratve charges will
joint space narowing sdenosis and spuring presant. Emly erosve changes FIP and DF)
jaint levels, and first carpal-melacarpal joint. Corelale with erosie ostecarthniis

- Cesafiedicalohed densily along B Base of the Srsl malacampal may refec 2ol issue
changes assocated with previous rauma. Soft issues are unremarkable. Mo distnct
aouie frachore or other acue os5e0us abnonmakly,

Ll B AN Wacce Impression:
Facilities

: Recommendation:
Madality * 1263115

3. Onthe left pane, enter the following settings.

Template Name Type a name for the template.
Global Select to make the template available to all users.
Macro Keyword Type a macro keyword that can be voice-recognized to open a template.

Tip: Add a starter word in front of the keyword to make it easier to call up
macros/templates.

Example: macro chest

User You canrestrict availability of the template by assigning userstoit. Select a user in the

list and then select the plus button. You can assign the template to multiple users|

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

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

Facilities Select for which facilities the template is available.
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Modality Select for which modalities the template is available.
Body Part Select for which body parts the template is available.
Study Description The template is only available for studies with the study description you enter here.
Institution Select for which institution the template is available.

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

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

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

1
1 P 1 b .:l. e 3 - Toapliz Nersz
E1 ] c - o [::l ] L Indaive [ Gilohal

e SR | s g :
NS

e ialy ApporiranTpeln s ssa.

1 E1[

=1

[ELEENS ]

8. For formatting options (4), right-click in the body of the template.

9. When finished with your template, select SAVE & CLOSE.

Add areport template

A report template is for final formatting of approved reports, whereas a transcription template is for preparing
transcriptions. You can create report templates and enhance them with logos, tables, and merge fields. When you
approve a study, Exa PACS/RIS generates the approved report using a template you create here.

Which template is used?
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The template settings must match the facility and modality of the study. If several templates match, the highest one in
the list is used. If none match, none are used, and the approved report contains only the body of the transcription.

Add a report template
Add a report template with the following steps, and then continue to the next procedure to edit the header or footer.

1. Goto SETUP > OFFICE > Scheduling & Codes > REPORT TEMPLATE.

REPOHT TEMPLATE

TEMPLATE HAME & SUMMARY FACILITY MARKET
Al w
& H DAY Sampls Sample imbging ol modaliies Angi Faclity My CornpanyNirmilia Test
2+ B Tead Ange Faciity GabdaTest Faclily Meers |Macket ]

2. Do one of the following.

e To base the new template on an existing one, select the copy | button of the existing template.

e To edit an existing template, select its edit & button.
e To start a new template from scratch, select ADD.

Ty L . 4] Dsoriptican
emphate Mame TesT_Rapo wmplng e U

Modaliy *
Beo 4
B cr

0 rs
O mr
O raa
O et
0O us
0O cr
O os
O ox
O et
O e =

SFTmany

nERuton

Addendum Location D) Top @ Botom

3. Enter the following settings.

Template Name Type a name for the template.
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Market Optional. Select the market to associate with the template. All facilitiesin the
selected market become selected in the Facilities dropdown list.

Facilities Select all facilities that use the template.

Institution Select institutions that use the template.

Modality Select all modalities to which the template can apply.

Summary Type explanatory information about the template.

Study Description Type study descriptions for the templates to be applied. For example, US Abdomen

could have a different template than MRl Abdomen.

Addendum Location Top: Select to place addenda before the original report (top of the first page).

Bottom: Select to place addenda after the original report (bottom of the last page).

4. Select SAVE.

5. Perform the steps in the following subsections as needed.

Add a header and footer

You can configure the header and footer of a report template, or edit existing ones.

1. Atthe bottom of the page, select the PAGE HEADER/FOOTER sub-tab.
Result: The word processor appears (it may take a few moments).

2. Onthe INSERT tab, select Header or Footer, and then in the button shortcut menu, select Edit Header or Edit
Footer.

HLE HOME INSERT PAGE LAYOUT REFORTS VIEW TABLE LAYOUT
B =TT , ® N =R
| o all )
Biank Page Tabie Image Shapes Chart Hyperink Bockmark Text Fie Symibol
Page Break v L] v ¥ Frame » v
Pages Tables lusiratons Links Headers & Footers Text Symbols

3. Type information for the header or footer.

4. Select SAVE.

Add a table
Although not required, it can be helpful to organize information on your header with a table.
1. Onthe INSERT tab, select Table, and then in the button menu:

o Selecta cell layout, or
o SelectInsert Table dialog, enter table settings and then select OK.
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2. Type textin cells, and select Save.

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

Add a logo

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

2. Place the cursor in the header or footer where you want to place the logo.

Note: It may be helpful to add carriage returns to make room for the logo.

3. Onthe INSERT tab, select Image, and then in the button shortcut menu, select Image.

4. Inthe Open File dialog, type the name of the bitmap image and then select Open.

5. Inthe image shortcut menu, select Format.

6. Inthe Image Attributes dialog, under Wrapping Style, select In Line, and then select OK.
7. Optional. On the HOME tab, select the text alignment tools, or drag the image to position it.

8. Select Save.

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

2. Onthe REPORTING tab, select Insert Merge Field.

500-000883A 108



Exa® PACS/RIS 1.4.33_P5 User's Manual

eXQ-PLATFORM

PAGE

HEADER/FOOTER REPO

RT SIGMATURE
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3. Onthe Merge Field button shortcut menu, select a merge field, or choose a field from one of the sub-menus.

4. Select Save.

Add a report signature line

1. Selectthe REPORT SIGNATURE sub-tab.

2. Type text and add merge fields as described earlier.

FLE HOME = ¥
[+ ] T 1 : -
T Bl o [y | (] el B
[ &1 S B i bige | s Fieid | Rhew Frask il
Fiasld ¥ Fiadd » Becky Coden [Pl Tl Vaige
Hprge Fieda L L Firsth
L _I " . L i s LII

Electionicalty Signed By

afipcomst FulMame:s
abTmesder Signatug
A gnealET Gx s

<-Merge fields

3. Optional: To include a key image in the signature area, add the <<keyimages>> merge field.

4. Select the SAVE buttons on the top and bottom of the screen.
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Configure functional and cognitive statuses

Functional and cognitive statuses are preset descriptions of a patient’s level of physical and mental functioning that can
be used in other parts of the program.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes.

2. Onthe FUNCTIONAL STATUS tab, in the Description box, type a functional status and then select SAVE.

FUNCTIOMAL STATUS

DESCRIFTION
& l .ﬁmb-.ﬂatnr:;
& il Cane/walker

Dascription *

3. Onthe COGNITIVE STATUS tab, in the Description box, type a cognitive status and then select SAVE.

What are lead time and expected arrival time?

The lead time is the number of minutes prior to the appointment time that the scheduler wants the patient to arrive. The
program calculates an expected patient arrival date and time (the expected arrival time) by subtracting the lead time
from the appointment time. The scheduler may find it convenient to inform the patient of this expected arrival time rather
than the formal start time of the appointment.
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If an appointment contains multiple exams, the program calculates the expected arrival time based on the lead time of
the first exam. If the first exam has no lead time, it uses that of the second exam, and so on. If no exams have lead
times, the expected arrival time is simply the time of the first exam.

Configure appointment types

An appointment type defines a set of procedures to perform during an exam. You can configure appointment types for
use in scheduling and other parts of the program.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > APPOINTMENT TYPES.

APPOINTMENT TYPES

EXPORT HELP
CODE REF, COOE  BAME DESCRIPTION = MODALIT GROFED & ACTR
B | it e
1 CaFP] CAFF1  CambespstTyse] cT ¥ =
[ AnglI3 GEM-ESOLLA Aregieall SCER NM w
"E 21 GEM- Rl app type SLE KW '
2. Select ADD.
Ref. Code CAPF1 Miadalty * “
Kama * cmuhu_-,,aupﬂ,pﬂ Miadality Room NONE BELECTED -
Diescription Dosani Kopwand s

Duratian * 15

Addit crsad Thrme

Lead Time
Exaim Cou 1
O arcuped Appoitment
APPOINTRENT TYPE PROCEDURES ExAM PREF/EOORM LEVEL CONFIG
CODE DESCRIFTION
B a7 CT ASD & PELVES W/ CONTRAST
S By CT CEV SP1 C-MATRL

3. Enter the following settings.
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Code Type your internal code for the appointment type.
Ref. Code Type the reference code.

Name Type a name for the appointment type.

Description Type a description for the appointment type.
Duration Type the expected duration of the appointment type.

Additional Time

Type the amount of additional time needed beyond the default duration.

Lead Time

Type the number of minutes to arrive before the exam begins.

Exam Count

Type the number of exams to be included.

Grouped Appointment

Select for grouped appointments (see Configure grouped appointments).

Facilities

Select one or more facilities where the appointment type is available.

Modality

Select one or more modalities to use for the appointment type.

Modality Room

Select one or more modality rooms where the appointment type can be scheduled.

Keywords

To make the appointment type easier to find during scheduling, type a keyword and
select the plus button. Add as many keywords as needed.

On the APPOINTMENT TYPE PROCEDURES sub-tab, select ADD.

In the Appointment Procedure dialog, select a CPT Description (procedure), up to four applicable modifiers,

and up to four diagnosis codes, and then select SAVE.

Note: When you schedule the appointment type or add it to an order, the modifiers and diagnosis codes
you enter here are automatically added to the order.

On the EXAM PREP/ROOM LEVEL CONFIG sub-tab, add or edit exam prep instructions as needed.

4,

5.

6.

7. Select SAVE.
See also:

Configure exam prep instructions
About procedure codes, appointment

es, and appointment

e procedures

Configure exam prep instructions

For each appointment type you can assign exam and room preparation instructions. The instructions are linked to

modality rooms so that if an exam is rescheduled to a different room, the instructions change accordingly. To configure

exam prep instructions, start by following the procedure in Configure appointment types and then:

Procedure

1.

On the EXAM PREP/ROOM LEVEL CONFIG sub-tab, select ADD.
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Exam Prep/Room Level Config

Modality Roam(s) * [ Select All Modality Rooms

|

Duration
Additional Tirme
Lead Time

Prep Instructions

2. Enter the following settings.

Modality Room Select the modality room to which to apply the prep instructions.
Duration Type the estimated duration of the exam.

Additional Time Type the amount of additional time needed beyond the default duration.
Lead Time Type the number of minutes to arrive before the exam begins.

Prep Instructions Type the exam and room preparation instructions.

3. Select SAVE.

Configure grouped appointments

A grouped appointment is an appointment type that contains more than one billable procedure. Grouped appointments
make it easy to schedule more than one procedure or exam during a single patient appointment. To configure a grouped
appointment:

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > APPOINTMENT TYPES.
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| APPOINTMENT TYPES §

EXPORT HELF
CODE REF, COOE  BAME CESCRIPTION = WMODALIT GROFED & ACTT
b Lvs »
S CaFP CAFFI Combabpat Tyl CT w
) Argl23 GEN-ESOLIA Aregisiill SCER MM w
E a1 M- WS an app type SLES M w
2. Select ADD.

3. Select the Grouped Appointments checkbox.

Code * GR1 O inactive Facilities * ALL SELECTED (&) -

Ref. Code GEN-OOS0WS MK Keywiords HEpnor
Mame * GroupExample

Description

Lead Time 0 minutes {pulled from one of the appointment types below)

Exam Count i

Grouped Appointment

4. Enter the following settings.

Code Type a unique code for the grouped appointment. The code does not need to match an
existing procedure code.

Ref. Code Type the reference code, ifany.

Name Type a name for the grouped appointment type.

Description Type a description for the appointment type (it can be the same as the name).

Lead Time [Determined automatically]

Exam Count Type the number of procedures to be included.

Grouped Appointment [Already selected]

Facilities Select one or more facilities where the appointment type is available.

Keywords To make the appointment type easier to find during scheduling, type a keyword and
then select the plus button. Add as many keywords as needed.

5. Select SAVE, and then in the message box, select YES.

6. Inthe Appointment Types dialog, select an appointment type to add to the grouped appointment.
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Appointment Types

Appointment Type * | Select an appointment type i
Code *

hMinutes 1o wait

after axam

7. Optional. In the Minutes to wait after exam box, type the expected minutes the patient must wait between
appointment types.

8. Select SAVE, and then in the message box, select YES.
9. Repeat steps above until all appointment types are added to the grouped appointment.

IMPORTANT: Add the appointment types in the order that they are performed, or in the correct scheduling
priority.
10. Onthe APPOINTMENT TYPES tab, select SAVE.

View locked slots

Exa PACS/RIS "locks" timeslots as soon as a scheduler selects them. The prevents other schedulers from simultaneously
double-booking in the same slot. You can view which slots are currently locked with the following steps. If a locked slot is
left unscheduled, it is automatically unlocked after 12 hours.

Procedure

1. Goto SETUP > OFFICE > Scheduling & Codes > LOCKED SLOTS.

I LOCKED SLOTS
Select a facility to see the ligt of that facility's modality rooms. Then click a modality reom to view, reserve, or releass locked time slats.
Facilities

Lacked Faciliy 1d Fascility Mams Fality Goda
Slots

4 ange Faclity angl

- GoblaTesiFaciity GTF

E Meara Facility F123
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Configure DICOM settings

Administrators can configure DICOM settings such as for AEs, file stores, and receiver and routing rules.

Note: The default AE title for Exa PACS/RIS is EXA_SCP, or EXA_MWL when acting as a worklist source. These titles
are configured elsewhere in the program by a Konica Minolta installation engineer.

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

Configure application entities
Configure a DICOM printer

Configure a file store

Configure routing rules

Configure AE scripts

Understanding receiver rules

Configure a receiver rule

Configure matching rules

Configure hanging protocols

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

Automatically retrieve priors from an external PACS

Configure application entities

An application entity (AE) title is a named configuration for a DICOM application that includes information such as its
type, host computer, and port number. You must set up AE titles for Modality Worklist, send, receive/store, print,
query/retrieve, and other functions to make them available on Exa PACS/RIS. To configure an AE, use the following
procedure.

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

Procedure

1. GotoSETUP > OFFICE > DICOM > AETITLE.
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AE TITLE
B Hide nactie
TITLE = HOET FORT DESCAIPTION FILE STORE AETYPE
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S0E Medality O

nociude Approved Repart [

3. Enter the following settings, and then select SAVE.
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@ Note: The actual settings that appear on screen differ by the AE types you select.

AE Type Select one or more transactions that Exa PACS/RIS makes with the AE.

AE Title (Remote) Type atitle for the AE of up to 16 characters. Ifan AE title is preconfigured on the device
hosting the AE, use the same title.

Ignore Scan Docs (Send) Select to prevent sending of scanned documents to the AE (only DICOM studies are
sent).

My AE Title Type atitle of up to 16 characters to set the identity of Exa PACS/RIS individually for

each DICOM node. In most cases, leave blank to use the default (EXA_SCP for
PACS/RIS functions, and EXA_MWL for modality worklist functions).

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

Description Type a description for easy identification of the AE.

Disable QC2LIVE Select to disable the automatic transfer of studies from QC to live.

Retries Type the number of times the system attempts to reconnect with the AE after a

communication failure.

Send Single Instance per Study Select to send one image per study.

Max Concurrent Type the maximum number of concurrent threads that the system can use for the
transaction.

Receive Facility Select a facility to receive studies sent to the AE.

Send Facilities Ifyou select facilities here, only users assigned to those facilities can select them for
DICOM-sending (leave blankfor all facilities and users). Thisis effectively a user filter
for the send destinations list in the Send Study dialog.

Ignore Inbound Stat Value Select to keep the Stat level of the study from Exa PACS/RIS.

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

Send Annotations as Select how to process annotations for sending.
Burnedin: “Flattens” the image and overlay into a single image.

DICOM Overlay: Converts the annotations to a DICOM overlay and sends along with
the study.

GSPS/PR Object: Converts the annotations to a presentation state and sends along
with the study.

Send Unique Image UID from Viewer| Select to generate a new UID for each image (rather than just for the series or study).

DMWL Modalities Select to which modalities to serve a modality worklist.
DMWL Facilities Select to which facility to serve a modality worklist.
Issuer Type Select the type of issuer of PID:

None: DICOM receive and query/retrieve takes place asif no issuer was configured.
Static: Select an entity from the list (see "Issuer" below).

Dynamic: Automatically define the issuer based on retrieved results, and allow
multiple issuer/alternate ID combinations.

Issuer When you select an issuer type of Static, select the entity that issues the patient’s PID,
MRN, or account number. This makes available tracking and correct assignment of
account numbers for sending and receiving studies when more than one are available.
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AE Flag Select one of the following services to use to send studies.
DICOM: C-MOVE
DICOM SSL: C-MOVE, secured
HL7: Standard HL7 protocols.
OPAL: The Opal Transfer service.

Institution Type the name of the institution for easier identification.

File Store Select afile store for storing received data.

Port Type the port number through which the AE can connect to Exa PACS/RIS (the Exa
PACS/RIS listening port).

Require SSL Select this checkbox if: 1) you selected the DICOM SSL AE flag; and 2) the port number
requires an SSL certificate.

Transfer Syntax (Send) Select the transfer syntax for sending.

Transfer Syntax (Receive) Select the transfer syntax for storing and receiving.

Vehicle Select vehiclesto which to assign received studies.

SDE Modality Selectifthe AE isa dedicated echo ultrasound.

Include Approved Reports Select toinclude approved reports when sending as DICOM. Note: When DICOM-
sending, the report status (such as Approved or Transcribed) is not included. To include
the status, send via Opal.

See also:

Configure a DICOM printer

Configure a DICOM printer

Configure and save AE with AE type of “Print,” and then perform the steps below. For each printer you can save multiple

configurations for different print media and other settings. At print time, you can select the configuration you need.

Procedure

1.

2.

Go to SETUP > OFFICE > DICOM > AE TITLE.

Configure a print AE, and then under Extra Printer Options, enter the following settings.

Extra Printer Options

ARTIM Timaeout
Read Tifmeoul

Write Timaaut

Printer Configurations

Haima Medium Film Siza

IFys) Pral PAFER BIME 101N

Max POL Langth

Bl Margifs 2
True Size
REFRESH ADD COMFIGURATION
Berdar Dansity dirslination orjerbatian Magnification Empty Denaity Mamesy Allocaticn
BLACK MAGAZIMNE PORTRAIT REFLICATE BLACK B
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ARTIM Timeout

Type the number of minutes to wait for an acceptance or rejection response to an
association request before timing out.

Read Timeout

Type the number of minutes the printer waits to receive data before timing out.

Write Timeout

Type the number of minutes the printer waits to send data before timing out.

Max PDU Length Type the maximum number of bytes of a protocol data unit that the printer can
receive.

Border Margins [Unused]

True Size [Unused]

3. Select ADD CONFIGURATION.

Configuration

Mame

Medium

PAPER -
Film Size

BIMX TOIM -
Border Density

BLACE w

Memaory Allocation (KB}

MAGAZINE w

Film Destination
Fém Drientalicn PORTRAIT w
Magnification REPLICATE

Empty Density BLACK

4. Enter the following settings.

Name Type a name for the printer.

Medium Select the printer medium.

Film Size Select the film size for the printer.
Border Density Select a border density of Black or White.

Memory Allocation (KB)

For most printers, accept the default of Auto. Otherwise, type the amount of memory|
in kilobytes to allocate for a print session.

Film Destination

Select the destination for exposed film.

Film Orientation

Select the orientation of the film.

Magnification

Select a magnification factor for printing images.

Empty Density

Select the density of the image box area on the film that contains no image.

5. Select SAVE.
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Configure a file store

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

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

Procedure

1. Goto SETUP > OFFICE > DICOM > FILE STORE.

FILE STORE

MAME = MOTES ROOT DIRECTORY
DEFALILT STORE Lingincesesssd DICORA ssudies FAER AL Lnsmacyan TGRS
=¥ [E ExpServes Wnages Processed DICOM studies FAE A mages
T Seanned Docy Seanned Doooments 1o Patent Cazs FAEX&Ecanned Fnages
2. Select ADD.

3. Type the server name, root directory, and notes, and then select SAVE.

Configure routing rules

With routing rules, you can define how certain types of data flow between Exa PACS/RIS and other AEs. For example, you
could create a routing rule that tells Exa PACS/RIS to automatically send all data that it receives from ultrasound
modalities to another PACS. You can also add criteria to your rule for more precise control. For example, your rule could
limit sending of ultrasound data from only a specific facility.

Use the following procedure to configure a routing rule, and then apply the rule by following the steps in “Configure study
flow.” It is not necessary to apply routing rules for manual DICOM send operations.

Procedure

1. Goto SETUP > OFFICE > DICOM > ROUTING RULES.

ROUTING RULES

HULE NAME = AETITLE PRIORITY

= B kel EXAAIZNE2 2
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2. Select ADD.
Rula Name = Example O inactive
Type * SEND w Prigrity * !
AE Title + EXAVIE - Attempte * Z

Prior Options

(5]
L3

Mumber of Prigrs to Send

Auto Send Prigrs

E' Relewvani Priars

EI Foree Felevant On v

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

Rule Name All Type a name for the rule.

Type All Select the transaction to performwith the AE (for example, SEND).
Interface/Trigger | HL7 Send Select an interface and/or trigger for HL7 send actions.

Name

AE Title SEND Select the AE with which to perform the transaction (for example, select

Remote_Hospital to send to that AE).
PRINT

QUERY/RETRIEVE
Send Report (Opal)
LOCAL_CACHE

Priority SEND Type a number to indicate which rules to evaluate first. Lower numbers take higher
priority. Refer to your current list of rules on the ROUTING RULES tab to determine

RN the priority to use for the rule you are adding.

QUERY/RETRIEVE
Send Report (Opal)
HL7 Send

LOCAL CACHE

Attempts SEND Type the number of attempts the program should make to apply the rule.
PRINT
QUERY/RETRIEVE
Send Report (Opal)
HL7 Send
LOCAL_CACHE
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Priors QUERY/RETRIEVE Type the number of priorstoretrieve. Type O (zero) to retrieve instances for the
current study only.

Modality QUERY/RETRIEVE Select an option to filter which priorstoretrieve.
Number of Priors to] SEND Type the number of priors to send along with the study.
Send
LOCAL_CACHE
Auto Send Priors SEND Select to send any priors found in the system along with the current study.
LOCAL_CACHE e The system sends as many priorsasit can find, up to the Number of Priors to
Send.

e The system sends the most recent priorsfirst.

Relevant Priors SEND Select to send relevant priors when auto-sending, along with any non-relevant

riors that the system found. Enter criteria to define what isrelevant (see below).
LOCAL_CACHE P 4 ( )

¢ Ifyoudo not define relevant priors (see "Define relevant priors" later in this
topic), the system considers relevant priors to be studies of the same modality
and/or body part.

o The system sends as many relevant priorsasit can find, up to the Numbers of
Priors to Send.

o |fthe systemfinds fewer relevant priors than the Number of Priors to Send, it
adds non-relevant priors up to the number.

Force Relevant SEND Select to send only relevant priors.
Onl . . . .
y LOCAL CACHE ¢ Ifthe systemfinds fewer relevant priors than the Number of Priors to Send, it
does not send any additional priors.
[Define relevant SEND Available when you select Relevant Priors. See "Define relevant priors" later in this
priors] topic.

LOCAL_CACHE

4. Optional. Configure a criterion for the rule:
a. Inthe Field dropdown list, select an argument and a logical operator.
For example, Modality and Is
b. Selecta matching value for the argument.

For example, in the Modality list, select MG.
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Summary
Fiald
® |z O IsMot
Modality w
Modaldity [ &0
O en
O er
MG
O wr g

c. Select ADD TO RULES.

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

6. Optional. Add more criteria.

7. Select SAVE.

Auto Query/Retrieve: use study's accession number

To facilitate Auto QR of studies from external sources such as the AHS, configure a query-retrieve routing rule with a
placeholder to match the study's accession number rather than the study instance UID (SUID) in Exa PACS/RIS. This
rule only applies if the Priors count is 0. Create the routing rule as follows:

1. Inthe TYPE dropdown list, select QUERY/RETRIEVE.
2. Inthe Priors box, type 0 (zero).
3. Inthe Field dropdown list, select Accession #, and select the Is option.

4. Inthe criterion box, type { { accessi on_no}}.

o

Select SAVE.

Define relevant priors

Defining relevant priors allows you to send only priors that are relevant to the current study based on study
description, modality, or body part. To write definitions for which priors are relevant you use a syntax called relevant
prior logic:

STRING or (STRING STRING ...){.*(STRING STRING ...)}

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

Enter your relevant prior logic in a table, such as in this example:
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Prior settings on the left...

...main study settings on the right

Main
Prior Study Main Study Body
Madality Prior Body Part Prior Description Madality  Part Main Study Description
CT MR P
{KMEE|PATELLA) KMEE # ]
(HEEL|CALC)L*(LEFTILTIEI) {HEELICALC).*(LEFT|LT|BI) & g
: :

Row 1: Does not require relevant prior logic. When the main study is an MR, relevant priors are CTs.
Row 2: When the main study is of the knee, relevant priors are either of the knee or patella.
Row 3: When the main study description contains "HEEL" or "CALC" followed by "LEFT," or "LT," or "BI,"

relevant priors are those whose descriptions also contain "HEEL" or "CALC" followed by "LEFT," or "LT," or "BI."

Note: You can also define relevant priors that you want to auto-open in the viewer (see Configure modality-
specific viewing options).

Configure AE scripts

You can write scripts that modify DICOM tags when carrying out a DICOM-related transaction such as sending, printing,
or receiving.

Procedure

1. Goto SETUP > OFFICE > DICOM > AE SCRIPTS.

AE SCRIPTS

PRIDAIT AE TYFE AE TITLE

DESCRIFTION
all w oAl w

1 SEHD EXA-AI2Wa2 Seripls

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

AE Title * Select v [J All

Script Description

0 Asynchronous

Seript * 7

3. Enter the following settings.

AE Type Select a transaction and node. The script runs when Exa makes the selected
. transaction with the selected node.

AE Title

All Select all AEs of the selected AE Type.

Script Description Type a description of the script.

Asynchronous Select torun the script asynchronously.

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

Note: For syntax, select the help 7 button.

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

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

Understanding receiver rules

A receiver rule is a detailed set of criteria and instructions that tells Exa PACS/RIS where to place studies that it receives,
and what status to assign them. For example, you can configure a receiver rule such that studies with unrecognized
account numbers are placed on the QC tab to await reconciliation by the user before going live.

Note: Receiver rules also have an important role in accelerating the processing of incoming data. Exa PACS/RIS
processes each receiver rule in order on a particular computer. Therefore, to improve speed, you can apply
different rules on different computers.

To understand how receiver rules are evaluated and applied, it is helpful to imagine a 4-step process that Exa PACS/RIS

performs for each incoming study.

e Find a receiver rule that matches the study.
e Validate the study against existing PACS studies and/or match it to existing RIS orders.
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e Process the successes (studies that passed validation and/or matched orders).
e  Process the failures (studies that failed validation or did not match an order).

A detailed explanation of each of these steps follows.

Step 1 — Find a matching receiver rule

When Exa PACS/RIS receives a DICOM study, it evaluates the study against each receiver rule on the RECEIVER
RULES tab in order of “Priority” (starting from the top) until it finds one that matches.

PRIORITY «  RULE NAME

Som ¢+ ¥ 12 Kforwarder?
2 W 4+ ¥ 13 Kforwarderd
2 [ 4+ 1 PMT2
2 o 1+ 14 MMD Live
2 o + ¥ 2 PMT
20+ ¥ 3 File Import
Fromtop... ...to bottom

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

To evaluate whether a study matches a rule, Exa PACS/RIS compares the settings you enter under Rule Info and
Filter (in the green box in the following figure) to the information in the study. If all relevant criteria match, the rule
becomes active, and the process continues to step 2.

Rule info and Filter

Rule Name * [ Inactive
AETitle All v

Facility All v
Modality Al v

Institution

Status Unread v

Interval (Sec) * 120

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

A “rule” is actually not a single rule, but rather a combination of the previous “Rule Info and Filter,” plus one of four
possible preset “Applied Rules,” such as in the following figure.

Applied Rules

* Reconciliation Mode: Pacs only site
« Emit Live Update
e Precache Study
* Precache Priors
* No. of. priors: 3
* Pick study description from DICOM
* Patient
* Account #/Dicom Patient ID
e |Last name
* Date of Birth
* Move Anyway (Even in exception)
* Move to live when there is no-match
« Study
« Study UID
* Move to live when there is no-match

Figure: Appliedrules inthe PACS ONLY preset.

Exa PACS/RIS compares the items in the green boxes from the incoming study against PACS, RIS, or both, depending
on the reconciliation mode (the first bullet item in the figure). The items under Patient (such as “Last name” in the
figure) and Study (“Study UID”) must match a patient in PACS and/or a RIS order. Exa PACS/RIS stores the result of
the match (success or failure) in this step, and then evaluation continues to step 3 or 4.

Step 3 — Process successes

If matching succeeded, Exa PACS/RIS waits the number of seconds specified in the Interval setting from step 1,
moves the study from the QC tab to the ALL STUDIES tab (the study “goes live”), and assigns to the study the status
selected in the Status dropdown list from step 1. At the same time, it performs the actions and applies the options in
the blue box in the following figure.
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Applied Rules

Reconciliation Mode: Pacs only site
Emit Live Update

Precache Study

Precache Priors

No. of. priors: 3

Pick study description from DICOM

Patient

¢ Account #/Dicom Patient ID

e Last name

¢ Date of Birth

* Move Anyway (Even in exception)

* Move to live when there is no-match
Study

s Study UID

¢ Move to live when there is no-match

Step 4 — Process failures

If matching failed, the study initially remains on the QC tab with a status of Conflicts to await reconciliation by the

user. However, there is one more set of evaluations left to make, based on the items in the orange boxes in the

following figure.

Applied Rules

Reconciliation Mode: Pacs only site
Emit Live Update

Precache Study

Precache Priors

No. of. priors: 3

Pick study description from DICOM
Patient

e Account #/Dicom Patient ID

e Last name

¢ Date of Birth

e Move Anyway (Even in exception)
¢ Move to live when there is no-match

Study
e Study UID

| ¢ Move to live when there is no-match |

If any of these items are present, the study status is set to Completed in the QC tab. Additionally, each item
results in the following.

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

Patient: Move to live when there is no-match

The study moves to the ALL STUDIES tab even if patient demographic validation fails. Generally, this is used only
when no modality worklist is available.

Study: Move to live when there is ho-match

The study moves to the ALL STUDIES tab, even if no matching order is found.

Note: If “Move to live when there is no-match” is present both under Patient and Study, Exa PACS/RIS
processes the study as a success.

See also:

Configure a receiver rule

Configure a receiver rule

You can configure receiver rules to tell Exa PACS/RIS where to place studies that it receives, and what status to assign to
them. For more information, see Understanding receiver rules.

Procedure

1. Goto SETUP > OFFICE > DICOM > RECEIVER RULES.

RECEIVER RULES

FRIORITY RULE MAME AETITLE FACILITY BACTUALITY HSTITUTION STATLS
All e Al = &l e All |

| 1 IMIFORT OFALIMPORT All &l Unread

g 2 All Al Al Lnread

2. Select ADD.
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Trigger Routing Rules D

azuer Of Alternate O
Aeeaunt Mumbar

Recedver Rule

Rule Information and Filter Applied Rules
Feule Mame Ruliad O nsctive = Reconciliation Mode: PACS Only Site
G 3 - #» Emit Live Update

= Precache Study
e s Precache Priors
Madality Al v « Mo, of Priors: 3

s Select Study deseription fram DICOM
rugRituEod

+ Patient
Status Unread w s Account Mo /DICOM Patient 1D
maraal (Sec) * 120 s Last Name

Date of Birth
s Move Anyway (Even in Exception)
* Move to Live on No-Match

= Study
« Study UID

Example showing the PACS ONLY rules

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

Rule Name Type a name for the rule.
AETitle Use these settings as filtering criteria. For example, to evaluate the rule only against
m mammography studies, on the Modality dropdown list, select MG. To evaluate the

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

Modality

Institution

Status Select the status to assign the study ifit matches the rule.

Interval Select a number of seconds to wait before moving the study fromthe QC tab to the
ALL STUDIES tab (go live).

Trigger Routing Rules Select to force evaluation of matching studies against routing rules.

Issuer of Alternate Account Number [ Select to make alternate account numbers available. See Add alternate account
numbersto a patient chart.

4. Select one of the following preset buttons to assign a reconciliation mode and to add “applied rules” (matching

criteria and actions to perform) to your receiver rule.

Preset Button

PACS ONLY PACS Validate patient and study items against existing PACS
records.

PACS/RIS PACS +RIS Validate patient and study items against existing PACS
records and/or RIS orders.
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PACS/DMWL PACS +RIS --same--

MIGRATION PACS Use when migrating data from another PACS. Allows
everything to be received.

5. Select SAVE.

See also:

Understanding receiver rules

Configure matching rules
See Work with Display Management.

Configure hanging protocols

See Work with Display Management.

Manage jobs in the transfer and SR queues

DICOM studies that you send appear as jobs in the transfer queue. You can view and change job status and priority,
cancel jobs, and requeue failed jobs.

Procedure

1. Goto SETUP > OFFICE > DICOM > TRANSFER QUEUE or SR QUEUE.

CLURRENT STATUS CIIELED OATE AST UPDATED DATH STUE'Y DATE ACCESSON B PATIENT MAME

A w30 - 031372033

2. Perform any of the following tasks.

View job status

In the list of jobs, the status is listed in the CURRENT STATUS column. The available statuses are as follows.

Queued Processing not yet started.

In-progress Sending of data has started but not finished.

Completed Sending of all data is finished.

Canceled Sending of data canceled by the user. You can only cancel a job with a status of Queued.

Error Sending was aborted due to failed association or the request was rejected by the destination.
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View demographics

To view the demographics of a study in the transfer queue, select the expand + button.

Change the job priority

To change the priority of a job, select the & edit button, select a new priority, and then select SAVE.

View job details

To view demographics and other queue details, select the view ] button.

Cancel a job

To cancel a job, select the cancel @ putton.

Requeue a job

To requeue a job means to repeat or retry sending. If the status of a job is Queued, Error, Completed, or Cancelled,

you can requeue the job by selecting the requeue ¥ button. Requeued jobs remain in the transfer queue for 15
minutes before reprocessing begins.

Reprocess non-failed jobs

Rather than requeuing jobs one at a time, you can select multiple jobs for reprocessing, and then select REPROCESS
SELECTED.

Reprocess failed jobs

Failed jobs are ones with a status of “Error.” You can select a range of failed jobs (such as by filtering the worklist)
and reprocess them all at once.

1. Onthe transfer queue, select REPROCESS FAILED.

2. Inthe date boxes, enter a date range of jobs to reprocess.

Note: To select all dates, leave the boxes blank.

3. Inthe AE Title dropdown list, select the AE whose jobs you want to reprocess.

4. Select REPROCESS.

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

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

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

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

Configure an issuer of a PID

See Configure alternate account number functionality.

Automatically retrieve priors from an external PACS

When a patient is referred from another facility, it can be efficient to automatically retrieve priors from the referrer's
PACS that are not already present in Exa PACS/RIS, and to control the timing of that retrieval. That is, you can configure
Exa PACS/RIS to retrieve priors when it becomes likely that the exam will take place (such as when confirmed by the
patient), but not so close to exam time (such as upon check-in) that waiting to fetch priors could delay reading. To set up
automatic retrieval, follow this example in which we configure Exa PACS/RIS to retrieve priors when the study changes
from Scheduled to Confirmed status.

Procedure

1. GotoSETUP > OFFICE > DICOM > AETITLE.

B Hide inactre

<l EXavizva
I OLD_ARCHIVE

< I OPAL.3Z 33

FORF DESCAIPTION FILE STORE

X336 EN&-ARVER Exa Sereer lifages
DLD_ARCHIVE DEFALLT ETOAE

33338 OFAL_37.33 Ewa Saregf IMages

AE TYPE

SENDRECEVE GUIERYFRETH

RECENE

SENDARECEIVEQUERYRETH

2. Select ADD, and configure a query/retrieve AE.

3. Goto SETUP > OFFICE > DICOM > ROUTING RULES.

4. Configure a routing rule with the following settings.

Rule Name Q/R OIdPACS

Type QUERY/RETRIEVE

AE Title Select the query/retrieve AE you configured earlier.
Priority 1
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Attempts 10

Priors 10

Modality Modality of Current Study

Summary - Field Patient Identifier

Account Number Select to query the external PACS by the patient's account number, alternate account

number, or alternate account number via issuer.

Issuer Select the issuer
Name Select Yestoinclude the patient's name in the query.
DOB Select Yestoinclude the patient's date of birth in the query (in YYYY-MM-DD formatting).

5. Configure a study flow from Scheduled to Confirmed status using the previous routing rule.
See also:

Configure application entities
Configure routing rules
Configure study flow
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Configure billing

Exa Billing uses patient and insurance information that you pre-configured in other Exa PACS/RIS modules, but you must
also pre-configure other information directly into Exa Billing such as codes, statuses, templates, providers, and validation
rules.

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

Configure columns on the Studies and Claims screens
Add codes and other basic data
Configure the billing collections process
Configure claim validation

Configure a billing provider

Create or edit an ED| or ERA template
Configure an EDI clearinghouse

Add billing messages

Add an insurance provider

About active and inactive insurance
Import an insurance provider

Add an insurance provider payer type
Add a provider level code

Insurance mapping

Create a printer template

Select default printer templates

Configure columns on the Studies and Claims screens

You can show, hide, and reorder columns on the Studies and Claims screens. You can also configure how the studies
and claims lists are sorted by selecting default columns and their default sort orders.

Procedure

1. GotoBILLING > settings E
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Column Order

Settings

Stsdy Date

Patlent Hams
Duate Of Birth
28N

] Placa Of Service

| Referring Providers

Rendering
Providers

Billing Fes
Payer Typs
Cloaring Housa

Balance

Dafault Column

Dafault Sart

Order

Printer Templates

Papar Claim Zalect
(BAW)

Papar Claim Geleet
(RED)

Drect Invwoice Salect
Patient Invoice Salect
Special Form Sarlect

2. Under Column Order, do one or more of the following.

e Toshow or hide a column, select or clear its checkbox.
e Toreorder a column, drag it to a new position in the list.

3. Under Settings, select a default column and its default sort order.

4. Select SAVE.

Add codes and other basic data

Use this procedure to add or edit adjustment codes, billing codes, billing classes, claim statuses, billing providers,
provider ID code qualifiers, billing messages, payment reasons, CAS group codes, CAS reason codes, and status color

codes.

Procedure

1. GotoBILLING > Setup > Adjustment Codes.

2. Inthe left pane, select the type of data that you want to add.

3. Inthe upper-right side of the page, select ADD.
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SETUP

Coda * [ Inactive

ADJUSTMENT CODES

Deseripticn *
BILLING CODES

Enfry . galect ~
BILLING CLASSES
Type

CLAIMN STATIUS

COLLECTIONS
PROCESS

NEL A% DEASANE

4. Enter the information in the dialog, and then select SAVE.

See also:

Configure claim validation
Create or edit an ED| or ERA template
Configure an EDI clearinghouse

Insurance mappin
Create a printer template

Configure the billing collections process

You can configure Exa Billing to automatically assign collection review status to claims meeting criteria that you enter.
You can also automatically write off the balances of claims in collections.

Procedure

1. GotoBILLING > Setup > Collections Process.
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ADJUSTMENT CODES Process Collections Automatically
BILLING CODES Minimum Account Salance |

BILLING CLASSES ;
Collections Review Criteria

CLAIM STATUS Multi select at least one option

COLLECTIONS

| r faim status i f 2 appl
e [J Change claim status to Collections Review if no payment is applied to the

DELAY REASONG patients account days after statemnents are sent

BILLING PROVIDERS ] Change claim status to Collections Review if no payment is applied to the

PROVIDER ID CODE patient account within days of the last patient payment

QUALIFIERS T
Claim Balance

et Ty ; ;
BILLING MESSAGES When not selected claim balances will remain

PAYMENT REASDONS
|| Write off the balance when there is a claim status in Claim in Collections

CAS GROUP CODES

CAS REASON CODES

2. Enter the following settings.

Process Collections Automatically Select to turn on automatic collections processing.

Minimum Account Balance Type a dollar amount. If the claim balance is lower than the amount you type, it will
not be processed for collections.

Collections Review Criteria Select one or more criteria, and then type the valuesin the boxes.

Write off the balance when there isa claim | Select to automatically write off the balance of claims that are in the Claimin

statusin Claimin Collections Collections status.
Debit/Credit adjustment Code When writing off balances, select a debit or credit adjustment code to use for the
write-off.

3. Select SAVE.

Configure claim validation

Exa Billing validates claims by confirming that their information satisfies the requirements of various public and private
health agencies (if applicable), and by checking whether information was entered in required options. With the procedure
below, you can select which options are required.

Procedure
1. GotoBILLING > Setup > Billing Validations.

2. On the top of the billing validations page, select a billing method of Electronic, Invoice, or Patient.
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ADJUSTMENT CODES Invalce Patient
BILLING CODES Billing Provider

BILLING CLASSES Billing Provider-Address Line 1
CLAIM STATUS Billing Provider-City
COLLECTIONS Billing Provider-Name

PROCESS

Billing Provider-NPl
DELAY REASONS

rd i X
BILLING PROVIDERS & Billing Provider-State

PROVIDER ID CODE Billing Provider-ZIP
QUALIFIERS
Claim
BILLING MESSAGES
Claim-ICD Code 1
PAYMENT REASONS
Claim-Flace of Service Code
CAS GROUP CODES
Claim-Teotal Charge
CAS REASON CODES
Primary Insurance
STATUS COLOR

CODES Insurance Provider-Address Line 1

Al S L Insurance Pro‘wder-ﬂit:,r

EDIfERA TEMPLATES
Insurance Pravider-Company Name

3. Inthe list of options, select the ones that you want to be required.

4. Select SAVE.

Configure a billing provider

A billing provider is the provider who issues invoices for an exam. In order to create claims, you must configure at least

one billing provider.

Procedure

1. GotoBILLING > Setup > Billing Providers, and then select ADD.
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ADJUSTMENT CODES
BILLING CODES
BILLIMNG CLASSES
CLAIM STATLES

COLLECTIONS
PROCESS

DELAY REASONE

BILLING PROVIDERS

PROVIDER ID CODE
QUALIFIERS

BILLING MESSAGES
PAYMENT REASDMS
CAS GROUP CODES

CAS REASDOMN CODES

STATUS COLOR

CODES
BILLIMG VALIDATIONS

EDI/ERA TEMPLATES

EDI

Marme * ) Inactive
Code *

Short *
Description

Faderal =
Tax 1D

Address Info

Contact
Mame

Address] *
Bddrass?

City/State/ZIP * _—

Phone *
Fax *
Emnail

Web URL

NEl Mo, *

Tawonommy *
Code

Pay To Address

Addressl
Address2

City/State/ZIP * 2

Fhone
Fax

Email

2. Enter information as needed, and then select SAVE.

Create or edit an EDI or ERA template

You can create or edit an EDI template to format electronic claims submissions. You can also edit the ERA template.

Procedure

1. GotoBILLING > Setup > EDI/ERA Templates.

2. Onthe top of the page, select EDI Template, and then select ADD.

3. Inthe Template Creation dialog, type a name for the template and then select SAVE TEMPLATE.
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VENT CODES ED Template ERA Template

DERAULT_EDI =

default_edi
WOoB_CRa]

WCB_C570

1. BillingProvider . isHidden}™;

Template Creation

Template
Mame

4. Below the EDI Template button, in the template button menu, select your template.

5. Inthe template editing area, edit the template.

6. To edit the ERA template, select the ERA Template button and then edit the template as needed.

7. Select SAVE.

Configure an EDI clearinghouse

To process transactions through a clearinghouse, you must configure one as follows. If you transact with the Alberta,

Canada healthcare system, add the Alberta WCB as a clearinghouse.

Prerequisite: Obtain credentials and other connection information from the clearinghouse.

Procedure

1. GotoBILLING > Setup > EDI CLEARINGHOUSES > ADD.
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ADJUSTMENT CODES

BILLING CODES

BILLING CLASSES

CLAIM STATUS

COLLECTIONS

PROCESS

FELAY REASONS

BILLING PROVIDERS

PROVIDER 1D-CODE

QUALIFIERS

BILLIMG MESSAGES

PAYMENT REASDONS

CAS GROUP CODES

CAS REASON CODES

STATUS COLOR

CODES

BILLING VALIDATIOING

EOLERA TEMPLATES

EDH

CLEARINGHOUSES

INSURANCE MAPPING

Description * [ Inactive

Coda
[ Enable FTP

Clearing House Control Header

#unth. Infa *
Sacurity. Info *
Sander D *
Racalver I *

Inter. Ctrl_Stand.iD ¢

Inter. Cirl Version
Mumier

Functional Control Header
Application
Sander Code

Rasponsible
Agency Code

Transaction Set Header

Recemer

Name

Recaiver [ *

Repotiticn
Segataton|5070)

Element/Sub-
Element
Dealirniter

Segrment
Tarminator

Usags *

ED{ File
Extenzion

ERA Fila *
Extension

Application
Receiver Coda

Var, Ral ind. IDx
Code

Clearing House info

2 Production

Acknowledgarnent
~ Requested?

) Testing

2. Enterall relevant information for the clearinghouse and select SAVE.

Add billing messages

You can associate customized messages with accounts receivable codes. These "billing messages" print on the patient

statement based on the age of the oldest claim included in the activity.

Procedure

1. GotoBILLING > Setup > Billing Messages.

2. Tofind a code, enter a criterion in the CODE box and then select Enter.
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ADLJUSTMENT CODES CODE

BILLING CODES

BILLING CLASSES & collaclions
CLAIM STATLS & 120
COLLECTIONS & 91120
PROCESS

& 6190
DELAY REASONS

& a6l
BILLING PROVIDERS

& 0-E0

PROVIDER ID CODE

QUALIFIERS

BILLING MESSAGES

PAYMENT REASONE

3. Inthe list of codes, double-click a row.

Code * 43170

Dascription * A long time to wait for
paymenﬂ

4. Enter a description, and then select SAVE.

Add an insurance provider

Before you can bill an insurance provider, you must set the provider up in Exa PACS/RIS. Note that insurance provider in
this context means any institution that can act as a payer, including insurance companies, financial firms, and
attorneys.

Procedure

1. Goto SETUP > OFFICE > Billing > INSURANCE PROVIDER.

INSLURANCE PROVIDER

CODE % MAME PEYER i PROVIDER TYPE CONTACT INFORMATION FACILITY BMARKET 4G

= Al LERE

FE1003 AETHAHEALTH PLAN &elra 100 PO BOK 255719 20ile TO2RICHMOMD arinika Facility 1.Angie Facity b Markel L
/"SZE AARF HEALTH ADWVANTAGE BTT 26 PO EDY 7402105080 101 ATLANTA srinika Facllay 1 Anghke Fi:ul?}',&-Mirlwﬂ "
R0 AFFINITY MEDICARE ADWA113533 PO BOX A ESCRANTON arinice Facility 1.4ngie FacibtyhMarketl -
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2. Select ADD.

eXQ-PLATFORM

Code 8

Payer ID * BTG

Address Ling 1 PO BOX T£0819
Address Line 2
CitsrSates 1@ ATLANTA
30374

Phans Ho (B0 227180
Fax Ha

additiznal Phone Numbars

Rafarancs Mote Phone Mo

O Inactive Market MOME SELECTED =

Insurance Hame * AARE HEALTH A0vaNTal [ Require aUC Faciitios * ALL SELECTED (%) =

Pravwider Type Select =
SOF Payper Salect 2
Fes Schadule Select
G& -
Allereved Fae Schedule Select =
Trading Pariner 10 aap_medicare_complete
Alternate Imagine 7
Pravider |
Websie

Insurance Provider Alerts

3. Enter the following information for the provider. Depending on customer options, some fields are not available.

Code

Type the insurance provider'splan ID.

Inactive

Select this checkbox to:
1. Make the insurance provider unavailable in other parts of the program.

2. Make all associated patient insurance profiles unavailable in other parts of the
program.

3. Set the insurance profile Valid To date to yesterday’s date.

Insurance Name

Type the name of the provider.

Require AUC

Select ifthe provider requires the physician to satisfy AUC before submitting orders
for Medicare. Selecting this checkbox will automatically open the CDSM
application when creating the order in the physician's portal.

Payer ID

Type the insurance provider's ID (or ID based on information from your
clearinghouse).

Paper claims: 99999
Attorneys: 88888

[Address]

Type the address of the provider for sending claims.

Phone/Fax No.

Type the primary phone and fax numbers of the provider.

Additional Phone Numbers

Type additional phone numbers, ifavailable.

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

Facilities Select the facilities that the insurance provider serves.

Provider Type Select a provider (insurance) type.

SOP Payer Select the standardized source of payment code for the provider.
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Fee Schedule Select the default billing fee schedule used for the provider.
Allowed Fee Schedule Select the allowed fee schedule for the provider.
Alternate Imagine Provider ID Type an alternate provider ID for use by ImagineSoftware for Exa Clear.

Note: Only use if an alternate NPI isrequired by an insurance company. Leave blank
to use the provider ID configured for the facility.

Trading Partner ID Type the ID assigned to the clearinghouse, or the PokitDok or ImagineSoftware
trading partner ID. For PokitDok, you can find the trading partner ID at:

https://dashboard.pokitdok.com/#/trading-partners?code=270&name=Eligibility
Website Type the URL to the provider’s website, ifavailable.

Insurance Provider Alerts Type alerts as needed.

4. Select SAVE.
See also:

Configure a fee schedule
About CDSM and AUC

Add an insurance provider payer type
Verify eligibility of preorders and studies with PokitDok
Verify eligibility and estimate coverage with Exa Clear

About active and inactive insurance

Insurance providers can be inactivated, but individual patient insurance policies from those providers can also be

inactivated from the patient chart. When adding insurance to an order, the following describes the relationship between
the two.

Insurance Order Status Policy Valid To Date Policy Status
Provider
Active Unscheduled < Current date Inactive and unavailable.
= Current date Active and available.
None Active and available
Scheduled < Scheduled date Inactive and unavailable.
= Scheduled date Active and available.
None Active and available
Inactive Scheduled or Any Inactive and unavailable.
Unscheduled

* Unavailable means that it cannot be added to the order, or selected anywhere in Exa PACS/RIS. If the policy was
previously added to a patient chart, it is still be viewable but cannot be edited or used for billing or other purposes.

See also:

Add an insurance provider
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Import an insurance provider
If you obtain exported insurance provider files, you can import them.

Procedure

1. Goto SETUP > OFFICE > Billing > INSURANCE PROVIDER.

INSURANGCE PROVIDER

CODE®  MAME PAYER 1D PROVIDER TYPE CONTACT INFORMATION FACILITY MARNKET AT

= Al oW

#E1003 AETHA HEALTH PLA&N &elrs 100 PO B0 255719 2uite 102 RICHMOND arinika Facility 1.Angis FaciitybMarket w
Fliza AARF HEALTH ADWANTAGE BT 25 PO BOX 74081 0,5u%e 101 ATLANTA  srinfka Facildy 1.Angle FacilsybMarket -
LEATA AFFINITY MEDICARE ADWA113333 PO BOX AMTESCRANTON arinis Faciity 1.4ngie FacibtyhMarketd -

2. Select IMPORT.

ADD RELDAD IMPORT HELP

IHF]
Choose File Bo il i)

"l Update Existing

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

—

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

Add an insurance provider payer type
You can preconfigure insurance provider payer types for selection in other parts of the program.

Procedure

1. Goto SETUP > OFFICE > Billing > INSURANCE PROVIDER PAYER TYPES.
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ENSLIRANCE PROVIDER PAYER TYFES

CODE = DESCRIPTION
- B AP sula surancs Policy
e B 1 Coinmerclal
. B (o] Medicare Conddionally Frimary

2. Select ADD.

3. Enteryourinternal code and description, and then select SAVE.

Add a provider level code

The provider level code is a preconfigured pay rate for radiologists. When you configure a procedure code, you can
specify one of the provider level codes (pay rates) you configure here for the procedure.

Procedure

1. Goto SETUP > OFFICE > Billing > PROVIDER LEVEL CODE.

PROVIDER LEVEL CODE

CODE = CESCRIFTION
& W Tast T
2. Select ADD.

3. Enteryourinternal code, description, and level, and then select SAVE.

Insurance mapping

Insurance mapping means to assign a billing method (such as direct, paper, or electronic), clearinghouse (for electronic
billing), and other settings to an insurance provider or other payer.

Prerequisite: Add an insurance provider

Procedure

1. GotoBILLING > Setup > Insurance Mapping.
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2. Double-click an insurance provider in the list.

Insurance * AETHA SENIOR SUPPLEMENTAL
CAS GROUP CODES

Mame
CAS REASON CODES
d Insurance *  ATSENIOR
STATUS COLOR Code
CODES
i Billing Method * Direct Billing w
BILLING VALIDATIONS
EDI Code "
EDNJERA TEMPLATES )
Claim File
EDN Indicator Code

EARINGHOUSES
CLEARINGHOUSES Print Mame In Claim Form

INSURANCE MABPING B3 Print Signature On File for Paper Claim Farm

Print Billing Provider Address
QUALIFIERS

3. Inthe Billing Method dropdown list, select an item, and then enter information as needed in the other options.

4. Select SAVE.

Create a printer template
Exa Billing comes with templates for standard billing forms, but you can also create custom templates.
Procedure

1. GotoBILLING > Setup > Printer Templates.

2. Atthe upper-right, select ADD.
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Hame Rz fem nacive Deteuit

..... MENT COD
Mamgn * 170 Megn © 340 Tamplais Paper Chaim driging -
Lefh Top Trpe
Maign ¢ L= Maegin ag

55 Fight Bamam

et E Fags - Pags 612

Hesgne ‘Wiz
= Tt latn

bmet [pabiertiuts, Laviiase. sotoringl ) bospert

‘M

3. Optional: To base your template on the default, select RELOAD DEFAULT TEMPLATE.
4. Enter the name, template type, and margins.
5. Inthe Template Definition area, type the JSON code for the template.

A preview of your template appears in the right pane.

6. Select SAVE.

Select default printer templates

You can select which templates to use by default for printing out standardized forms and customized invoices. Exa Billing

comes with several templates, and you can also create your own.

Procedure

1. GotoBILLING > settings ﬂ
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Column Order Settings
Sty Date Dafault Column w
Patiert Name Drefauilt Sart v
() Aceaiant Me. Order
[ Dt O Blirth Printer Templates
28N Papar Clabm Saleet w
T Pace Of Service (BEW)
| Referring Providers Papar Claim Geleet w
R ating {RED)
"~ providers
Drect Invwoice Salect w
Billing Fes
Patient Invoice Calect ¥
Panyer Typs
ol — Special Farm Splect w
[ Balanee

2. Under Printer Templates, make the following selections.

Paper Claim (B&W) - The standard “black and white” claims form.

Paper Claim (RED) - The standard “red” claim form.

Direct Invoice - Select a template for billing insurance companies.

Patient Invoice - Select a template for billing patients.

Special Form - Select to use special-case forms, such as for claims in New Jersey.

3. Select SAVE.

See also:

Create a printer template
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Man age users
For access to Exa PACS/RIS and selected functions, administrators configure individual users, user groups, Active

Directory users and groups, and assign roles (rights) to users. Create user roles first, user groups second, and then
individual users.

nﬁ Caution: Incorrect user configuration can lead to security risks such as leaked patient information.

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

Create a user role

Create a user group

Create a user

Reset a user’s password as an administrator
Configure an administered worklist filter
Manage who is online

View assigned studies and patients

Copy settings from one user to another

Create a user role

A user role is a named collection of rights and permissions that you can assign to user groups. To create a user role,
complete the following steps.

Procedure

1. Goto SETUP > OFFICE > User Management > USER ROLES.

USER ROLES

ROLE HAME 2 ROLE DESCRIFTION
& 3 miling Biling

o B Facdity Admin Faeilty Admin
&l Fromi-dask Feanl-dusk

2. Select ADD, type a name and description of the role, and the select SAVE.
For example, type Bl LLI NG, and then select SAVE.
3. Inthe User Role Permission area, select all of the rights that you want to assign to the user role.

Hint: To find rights, type Ctrl + F.
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Raole Mame * ;
Billing O inactive

Role Description = Billing

User Role Permission

O eilling/Setup [ orderico
B Billing Codes [l order Referring Provider
B silling Class O oOrder Studies
B Claim Status [ ac pelete
B cAs Group Code O aceda
Provider ID Code Qualifier [ gc Move to Studies

4. Select SAVE & CLOSE.

See also:

User rights

Create a user group
Create a user

Create a user group

A user group is a named collection of individual users to which you can assign roles and access to certain document
types and areas of the program.

Prerequisite: Create a user role.

Procedure

1. Goto SETUP > OFFICE > User Management > USER GROUPS.

USER GROUPS |

O show Insctive
GROLP CODE GROUR MAaME GROUF DESCRIFTION =
i BiL BILLIMEG BILLING
& W FaD Faciity Admin Facility Administrator
& H FROE Froer-desk o deak peraonnal
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2. Select ADD.
Group Code * Bl ] inactive B 20 bocuments
Group Mame * BILLING Document Ty * | Bg i Gard
Group Description = BILLING B Inzurance Card
] Reports

Roles Mavigation

Billing ] Dashboard

L) Facility Admin Worklist

L] Front-desk L] Patient Arrival Worklist

L) Portal Patient

L) rap Fax Manager

L) REF Schedule

L) TECH Billing

O TrRans Payments

3. Enter the following settings.

Group Code Type your internal code for the group. For example, RAD.

Do not edit the names of built-in group codes as they are tied to other functionality.

Group Name Type your internal name for the group. For example, Radiologist.
Group Description Type a description for the group.
Document Types Select the document types that group members can access.

All Documents: Selects all current and future documents.

Roles Select the user role that you want the group members to have. Choose only one unless
assigning elevated permissions to specific users.

Example: The Technologist User group has the Technologist User role. Only the lead
technologist is permitted to purge studies and merge studies. To accommodate this,
create a user role with only the merge and purge rights, then create a separate user
group and select the technologist user role and the new user role. Finally, apply the
separate user group to the Lead Tech User.

Navigation Select the areas of the program that group members can access (items available on
the burger menu).

Note:

¢ Thisonly allows opening the item, and certain user rights may be required to workin
agivenarea.

e Evenifselected here, the Fax Manager requires activation to open.
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4. Select SAVE.
See also:

Create a user

Create a user

A user is a member of a user group for whom you can configure custom rights and limitations in addition to those defined
in user roles.

@ Prerequisite: Create a user group.

Procedure

1. Goto SETUP > OFFICE > User Management > USERS.

O show Inactive
LISER WAME = MAME GROUP MAME USER TYIPE MARKET
all w w
< aragn Ragin, dragie Facilty Admin ofhers
= B Bamytest Test, Bamy Facildy Admin Orthers 1
£ B ot Tast, BH Facilay Adrmin Ohars M1

2. Select ADD.

EAVE SAVE & CLOSE URLOCK ACCOUNT CLEAR BACK

Geouip Nanmwe * Select Group e
o i Access Expires Afier days e
H Hide AD Groups
D Cne-Time Accens

Mame * Fir=t Mame Ad
B User Must Change Password Meat Lagin
T aH
D Aszign Claims 10 Follow-Up Queus far Anather
Kohile Fhane flobile F Usar
E-tlail il [ User can change sccounting dates
Usar Marma * iy 1 wnactive O oraganasa

Warkat MOME SELECTED -~
Password * SRR
Confimm Password * Canfirm Pagaward Craciiilas & Ll e

Session Intersal Linked Provider Liser Type | Seloct -

O asow Emargency ACcess L Ride Qrder Merw

3. Enter the following settings.
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Not all settings may be available depending on your product and configuration.

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

autofill.

Group Name Select the user group to which the user belongs.
Select Portal to limit the user to a portal; this removes any Exa or Symmetry rights.
Note: This does not grant portal accessto the user. To grant access, set the Linked
Provider User Type (see below) to one with a portal, such as Provider.

Name Type the user’s name.

Mobile Phone/ Type the user’s mobile phone number and/or email address. The email address must be

E-Mail unigue, and isrequired if using two-factor authentication.

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

Inactive Select to disable the user account. If extra security is needed, also change the user's
password.

Login with Google When selected, the user can sign in through their Google account.

Netcare access Select to grant the right to access Alberta Netcare (Alberta only).

Password Type a sign in password for the user. This option is only available the first time you
configure the user.

Session Interval Type or select the number of minutes before the user’s session times out.

Allow Emergency Access Select to assign near “super user” (full) rights to the user regardless of roles or groups.

Linked Ordering Facility Available when you select Ordering Facility in the Linked Provider User Type dropdown
list.
Select ordering facilities to appear on orders the user createsin the Ordering Facility
portal.

Access Expires After Type and select a duration after which the user’s account expires. Leave blank to keep
the account open indefinitely.

One-Time Access When selected, the user can signin only one time.

User Must Change Password Next | Select to require the user to create their own password after signing in the first time.

Login

Assign Claims to Follow-Up Queue | Select to give the user the ability to add claims to another user's follow-up queue.

for Another User

User Can Change Accounting Dates| When selected, the user can edit accounting dates under Billing > Payments.

Dragon 360 [To be discontinued]

Market Select the market that the user serves. This setting narrows search resultsin other
parts of the program. For example, when the user searches for a patient chart, Exa
PACS/RIS only returns charts of patients in the same market as the user.

Facilities Select the facilities that the user can view and modify. Select All means "Select all
current and future facilities."

Linked Provider User Type Ifthe user isalso a resource, select the user type to link, and then select the user in the
dropdown list that appears.
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This also has the effect of givingaccess to a portal (Ordering Facility, Provider,
Attorney) or the exam screen for technologists.

Hide Order Menu [To be discontinued]

Ordering Facility Available when you select Ordering Facility.

Select the ordering facility whose portal the user can sign into.

Patient Search Type Available when you select Provider or Ordering Facility. Select the range of patient and
other data that the user may search:

Associated Patients Only: The provider only sees patients associated with their
resource on worklists.

Full Database: The provider is not restricted to seeing their patients only.

Scheduled By Available when Ordering Facility is selected.

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

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

See also:

Copy settings from one user to another
Create a user role

Copy settings from one user to another
To create new users more quickly, you can add a user and then copy settings from an existing user.
Procedure

1. Goto SETUP > OFFICE > User Management > COPY PROFILE SETTINGS.

COFY PROFILE SETTING

Gonnes Llser *

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

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

the plus button.

Caution: Never overwrite the Rad test or Ref test users. Instead, copy to an account of a different name
or create a new account.

4. Optional. Repeat to configure additional users with the source user settings.

5. Select SAVE.

Reset a user's password as an administrator

If a user forgets their password, an administrator can reset it or prompt the user to reset it the next time they log in.
Procedure

1. Goto SETUP > OFFICE > User Management > USERS.

O shew Inactive

USER HAME = HAME GROLF NAKME

Zlladesk Rltask, Angh Front-dask

2. Double-click the user in the list and do one of the following.

e Select RESET PASSWORD, and then choose a new password for the user.
e Select the User Must Change Password Next Login checkbox.

RESET PASSWORD UNLOCK ACCOUNT BACK
: After days Clhroose one
D One-Ti 255

[0 user Must Change Password Next Login

] Assign Claims to Follow-Up Queue for Another
User

O usercan change accounting dates

O Uragon 360
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3. Select SAVE.

4. Inform the user to sign out and then sign in again with the new password, or follow the on-screen instructions to

reset their password.

Configure an administered worklist filter

In addition to user roles, administrators can use the following steps to configure worklist filters that control which studies,
patients, and other information are available to individual users and user groups. Users can configure their own worklist

filters but cannot edit filters that administrators configured for them.

Procedure

1. Goto SETUP > OFFICE > User Management > USERS.

Cl Show Tnaciive

USER BAME = HAME
Zilladash RDask, Anghe
Sl Arnater Ger Anna
£ E aragin Rragin, Argis

GROUF NakE

Fromt-dask

Faciity &dmin

Fagihty admin

2. Double-click a user row to open a user, and select the WORKLIST FILTER sub-tab.

WORKLIST FILTER ATTACHED DEVICES

wGEMERAL
D Show Encouniers Gnly

Dedeted

C‘ Created Date

) Yenterda ™

) Prefermatted

D Last

O Naxt

3 Dade From

LISER PERMISSIONS

D Disable Fligl'rl—EIick an WmtE. STAT Studies Override Current Sub-Filter

[0 show Droom Studies Gnly [ Shew RIS Orders Only

Date Operations By @ Sudy Date ':' Study Received Date C) Scheduled Dade |:__.:' Lasf call made

[0 show Assigned Studies Only

All -

From i) Ta o

o} Oate Ta fm o}

3. Perform one or more of the following procedures.
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Configure general user worklist filter settings
You can finely control the information on the worklist to which the user has access.
1. Inthe left pane, select GENERAL.

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

Show Encounters Only Select to show only studies involving interaction between a patient and provider.
Show DICOM Studies Only Select to show only DICOM (imaging) studies.

Disable Right-click on Worklist Select to prevent the user from opening the worklist shortcut menu.

Show RIS Orders Only Select to show only orders fromRIS.

STAT Studies Override Current Sub- Select to always show studies with assigned stat levels, regardless of any other
Filter filtering criteria.

Show Assigned Studies Only Select to show only studies to which a user is assigned.

Deleted Select whether to show all, only, or no (None) deleted studies.

Configure the following settings together to compose a single filtering condition.

Date Operations By Select a study property against which to apply criteria.
Study Date

Study Received Date

Scheduled Date

Last Call Made

Created Date

Preformatted Select from a list of preformatted date ranges, rather than manually entering one by
using the settings described later.

Example:
Date Operations = Study Date
Preformatted = Last 7 Days

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

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

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

“If the study was received some time during the last 8 weeks, display the study on the
user’sworklist.”

Date From/ Date To Select and enter a date range for the selected property.

From/To Select and enter a time range for the selected property.

Limit access to patient information

You can limit the worklist to only display studies for patients who satisfy certain criteria.
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1. Inthe left pane, select PATIENT INFORMATION.

2. Under Patient Name, select a logic option, type the exact portion of the patient name that corresponds to the

selected logic option, and then select the plus button to add the criterion.
3. Under Account No., perform the previous step as appropriate for the account number.

4. Select SAVE.

Limit access to study information
You can limit the worklist to only display studies that satisfy certain criteria.
1. Inthe left pane, select STUDY INFORMATION.
2. Foreach criterion, select a logic option, and then type or select a value.
3. Forexample, to display only abdominal studies, under Body Part:

e Selectthe Is option

¢ Inthe list of body parts, select Abdomen

4. Select SAVE.

Limit access to information related to specific resources
You can limit the worklist to only display studies whose resources satisfy certain criteria.
1. Inthe left pane, select RESOURCE.
2. Foreach criterion, select a logic option, and then type or select a value.
For example, to display only studies whose referring physician is Jane Doe, under Ref. Phys.:

e Selectthe Is option

¢ Inthe box, type JANE DOE, and then select the plus button.

3. Select SAVE.

Limit access to information from specific insurance providers
You can limit the worklist to only display studies for patients who satisfy certain criteria.
1. Inthe left pane, select INSURANCE.

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

e Selectthe Is Not option

¢ Inthe box, select Litigation, and then select the plus button.
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3. Select SAVE.

See also:

Create a user worklist filter

Manage who is online

Users with user management rights can view a list of users who are online, view a user’s activity log, and terminate their
session.

Procedure

1. Goto SETUP > OFFICE > User Management > USERS ONLINE.

WSERS OMLIME |

LISER MAME LOGEED 1N DATE CLIENT IP LAST ACCESEED

DM 2E023 - 031402023

B iztek, Pacs G314/ 2023 737 AN EDT 10,327 8,340 Senaga
% Serece Admin 021472023 8:41 &M EDT 27 mago Ierminate
% Eervice, Admin 03/14/2023 7:41 AM EDT 37 m ago Temminaly

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

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

View assigned studies and patients

You can view lists of studies and patients that are assigned to you (the current user).
Procedure

1. Goto SETUP > OFFICE > User Management.
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ASSIGMED STUDIES

USER ASSIANED & ATCEESION M ASEIGHED STUDIES ETUOY STATLE ASSIENED BY ASEIGNET DAT
7] Radislagist, Richard 1166 30 RMDA IER CT MAI US/OTH 5 REQ POSTPOX Approved Tast, Aad 037032023
| Radiakagist, Richand k-1 BONE LEMOTH STUDIES appegved Py, Mirmila 0110208k

(] Radinlagist, Fichard

1]

ANGRPH ADRML UKI ELCTY REAI Approved Ry, Hirmila a1118/2022

2. Do one or both of the following.

e Toview studies assigned to you, select the ASSIGNED STUDIES tab, and then select a sub-tab (such as
Users or Reading Provider) to filter by user type.

e Toview patients assigned to you, select the ASSIGNED PATIENTS tab. Patients can be assigned from the
patient chart by using the Users Assigned dropdown list.
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Configure general settings
You can set up study forms, custom forms, templates, and queues, and perform limited database queries.

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

Create a study form

Export and import a study form

Create a custom form

Perform a quick query of database totals

About email templates and notification templates
Configure an email template

Set up emailing of results and reports

Configure a notification template

Set up sending of notifications

Create fax cover sheets

Work with the report queue

Create a study form

Study forms are interactive electronic forms that people inside and outside your organization can use to gather or provide
needed information quickly—and often automatically. Examples include consent forms for HIPPA or treatments,
screening forms, pain sheets, affidavits, customer payment plans, and procedure checklists. For information on how to

use forms that you create, see Add a study form to a study and Add a custom form to a study.
Set up a study form

Use the following procedure to initially set up the form, and then see later in this section to add and edit form
contents.

1. Goto SETUP > OFFICE > General > FORM BUILDER.

N Fork BuILDER

DOCLIMENT MAME MARKETS
.1 -

£ B centrast Coansent for adinated Dya

| = E CTScreening Form

*E Echocardiogram \Workshest

2. Select ADD.

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

Dacument ':.:'.r_'

O Aute Assign to Study
Ingurance

Frovider =

[ ABew All with Emply
O Alow All withaut Empty

Physician =

D Al All with E"r:;_‘;'_:,'

— . st =

Salect.

O viewabla on Patient Portal

vl

bt |

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

Document Type

Select a type in order to group forms and make them easier to find.

Viewable on Patient Portal

Select to make the form available to add to the patient portal and Patient Kiosk.

Note: Selecting this does not immediately add the form to the portal and kiosk. Instead)|
it adds the ability to add the form to the portal and kiosk when you add the formto a
study later on.

Auto Assign to Study

Select and then enter study criteria to automatically assign the formto those studies
when you create them (such asin the New Appointment screen).

Assigned forms appear in the Study Forms tab of the Edit Study screen, making them
available to users without performing dedicated searches.

Insurance Provider
Allow All with Empty
Allow All without Empty

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

Select to make the settingrequired.

Physician

Allow All with Empty

Select torestrict the form to specific physicians.

Select to make available to all physiciansif none are specified.
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Add a header to a study form
1.

2.

eXQ-PLATFOR

RM

Allow All without Empty

Select to make the settingrequired.

CPT Codes
Allow All with Empty
Allow All without Empty

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

Select to make the setting required.

ICD Codes
Allow All with Empty
Allow All without Empty

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

Select to make the settingrequired.

Markets The formis available to patientsin, or having exams scheduled in the marketsyou
select. All facilitiesin the selected markets become selected in the Facilities
dropdown list.

Facilities The formis available to patientsin, or having exams scheduled in the facilities you
select.

Modalities Select torestrict availability to the form to studies from specific modalities.

Male Patient Only

Select torestrict availability to the form for male patients only, such as for prostate
exams.

Female Patient Only

Select to restrict availability to the form for female patients only, such as for HSG
exams.

Mammo Patient Only

Select torestrict availability to the form for mammography patients only.

Select SAVE.

At the top of the FORM BUILDER tab, select the Header checkbox.

In the form area, select the word “Header.”

In the left pane, on the PROPERTIES tab, select CHANGE LOGO.

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

In your form header, select the word “Header” and then replace it by typing a new field name.

For example, type St udy Dat e:

In the left pane, on the MERGE FIELDS tab, in the search box, type search term to look for a relevant merge

field.

For example, type st udy.
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% Overwrite "Header” with new header text, for example:
Study Date:"$55tudyDate$S Patient: $5Lastname$s, $5FirstName$s

FOMICA MINOLTA

ROPERTIES ASSIGM MERGE FIELDS

name

Merge Fields

=] Patient

FirstName

Fullname

Lastname

7. Inthe list of results, double-click a merge field to add it to the form header.
For example, double-click StudyDate.
8. To the right of the $$StudyDate$$ merge field, type a new field name. For example:
Pati ent Nane:
9. Repeat earlier steps to find and add a merge field for the patient name.
Hint: Search for “name” rather than “patient.”
10. Inthe left pane, on the PROPERTIES tab, use the Spacing and Style controls to modify the layout.
11. Select Save.

Another example header:

®
Study Date: $5StudyDateS$
Patient Name: $$Fullname$$
Study Description:
$S8StudyDescription$$
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Add controls to a study form

Use controls to gather information from or provide information to the person filling out the form. To add a control,
drag its button into the body of the form. To configure the control, select it and enter options in the left pane.

o

o

Lil=;

o All

Italic

MERGE FIELDE X

O underline

W

% Overwrite "Header” with new header text, for example:

Study Date:"$55tudyDate$$ Patient: $5Lastname$s, $5Firsthlar
HOMIEA MINGLTA

This is a Text Box

|

These are Checkboxes

] Mew
0 walk-in
] Emergency

This is a Text Area

The user can enter text here.

These are Radio Buttons

) optien 1
) option 2

This is a Free Text box

I.:'1:'.-.*.r some static text

Details on form controls

The following sections in this topic provide additional information and instructions about form controls.

Text controls

Text Boxes to gather one-line user input.

Text Areas to provide boilerplates.

Free Text boxes to gather or provide information longer than one line.

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

2. Select the word “Untitled,” and then in the left pane, in the Question box, type text to introduce or label the text
input box. For example:

For an information gathering box, type Pl ease list all allergies.
For an information providing box, type Li abi ity wai ver.

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

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

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

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

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

Fit on One Line Select to place the label one the same line as, and to the right of, the text input box.

Inline Multiple Controls Select this option for two adjacent text boxes to place both on the same line.

Question First Select to move the label to the left of the text input box.

Append Text Input Select to add a new input box between the label and the original input box. This new input
box is only available to the person filling out the form.

Dynamic Input Select tofit the height and width of the text box to the text it contains.

e If using Free Text to provide information, apply formatting to your text as needed by using the Style controls.
e To adjust the width of the text control, select an option in the Size dropdown list.

4. Select SAVE.

Add animage to a study form

1. Toaddanimage, drag the Image button to the form.

N

To give the image a title, select Untitled, and then type a title.
3. Double-click the box below the title, and then browse for and select an image file.

4. Onthe left pane, use the controls to modify the alignment and size.

Note: If you select a size of Original, the image expands to fit the width of the page.

Add checkboxes to a study form
1. Toadd a group of checkboxes, drag the Checkbox button onto the form.

2. Select the word “Untitled,” and then in the left pane, in the Question box, type text to label the checkbox group.
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Forexample, type: Al | er gi es.

3. Adjust the vertical Spacing, Inline Controls, and checkbox label Style (see “Adjust vertical spacing” earlier in
this topic).

4. To add a new checkbox to the group, select ADD ANSWER.
5. To label individual checkboxes, type labels in the boxes under Answers.
For example, type Peanut s for the first checkbox, and Mbl d for the second.
6. To arrange the checkboxes in columns, select a number in the No. of columns for Answers dropdown list.
7. Toaddan “Other” checkbox with accompanying text input box, select the Add Other checkbox.

8. Select SAVE.

Add options to a study form

Add checkboxes for "multiple choice," but add options for “either/or” settings. You add an option group by using the
same procedure as for checkbox groups, except that you drag the Radio Button button onto the form instead of the
Checkbox button.

Add a group box to a study form

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

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

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

4. Todivide the group into columns, in the Grid Columns dropdown list, select a number of columns.

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

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

7. Select SAVE.

Add a footer to a study form

You can add and modify footers in the same way as headers. However, we often recommend using the footer for a
sighature line with a signature merge field. After the person electronically signs the form, their signature appears in
the location of the merge field. To create a signature line in the footer:

1. Atthe top of the FORM BUILDER tab, select the Footer checkbox.
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2. Inthe form area, select the word “Footer,” and replace it by typing Si gnat ur e.

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

4. Select SAVE.

See also:

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

Export and import a study form

To save time creating a study form for “Facility A,” it may be helpful to import an existing form from “Facility B” and then
modify it.

Export an existing study form

1. Goto SETUP > OFFICE > General > FORM BUILDER > EXPORT.

FORM BUILDER

DOCURMENT MAME MARKETS

B Contragt Consen for lodinated Dye

Result: The form appears in the Windows Downloads folder as a JSON file.

2. Copy the JSON file to the computer at Facility A.

Import a study form

1. Goto SETUP > OFFICE > General > FORM BUILDER > IMPORT.

2. Inthe Import Study Forms dialog, select CHOOSE FILE, browse for and select the copied JSON file, and then
select Open.

3. Onthe FORM BUILDER tab, find the new form and edit it for use at Facility A.
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Create a custom form

Custom forms are non-interactive electronic forms intended for delivering information. For interactive electronic forms
that can both deliver and gather information, see Create a study form.

Set up a custom form

1. Goto SETUP > OFFICE > General > CUSTOM FORMS > ADD.

CUSTOM FORMS

Jocument Mame * | Custom Forrn Test Labels
O inactive
Jescription An example

O eatient Beview
|:| FPatient Mammo Form
[ Education Material

Reference Docurnernt

2. Enter the following settings.

Document Name Type a name for the form.
Description Type a general description.
Labels [Unused]

Patient Review [Unused]

Patient Mammo Form

Education Material Select to make the form available in the EDUCATIONAL MATERIAL area of the patient
chart.
Reference Document Select to make the form available in the DOCUMENTS and CUSTOM FORMS areas of

the patient chart.

3. Move down the page to Assign Document.
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Assign Document

Facility My Company % | ¥

ICD Codes * X |7

A00.9,Cholera, ung
O Allow All with Empty

D Allow All without Empty

Medication * Medicatio -

L] Aliow All with Empty |buprofen

[0 allow all without Empty

4. Enter the following settings.

Modalities Select modalities to which to assign the custom form.

Facility Select a facility to which to assign the custom form, and then select the add
button.

ICD Codes Select torestrict availability for specific ICD codes.

Allow All with Empty Select to make available for all ICD codes if none are specified.

Allow All without Empty Select to make the setting required.

Medication Select torestrict availability for specific medications.

Allow All with Empty Select to be available for all medicationsif none are specified.

Allow All without Empty Select to make the settingrequired.

Lab Codes Select torestrict availability for specific lab codes.

Allow All with Empty Select to make available for all lab codes if none are specified.

Allow All without Empty Select to make the setting required.

Male/Female/Mammo Patient Only | Select to restrict availability of the form to male, female, and/or mammography
patients.

5. Select SAVE.
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About adding contents to a custom form

The custom form word processing area provides commonly recognizable tools to type, align, and apply formatting to
text, and insert images and merge fields. You can copy and paste contents by using the Ctrl+C and Ctrl+V keyboard
shortcuts. To change font sizes, select text that you want to resize, and then select a size in the Font Size dropdown
list.
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Patient: Sslostnamess. S5Firsthamess
Provider: SSApprovingPhysidanFullMamess

AparengPrysiolanFirstiomo

Add merge fields to a custom form

In this example we show you how to add a signature merge field to a custom form. You must add a signature merge
field to be able to electronically sign the form.

1. Inthe right pane, in the Merge Fields area, in the search box, type search term to look for a relevant merge field.
For example, type si gn.

2. Inthe list of results, double-click a merge field to add it to the form.
For example, double-click CustomFormSign.

3. Tothe left of the $$CustomFormSignature$$ merge field, type a new field name.
For example, type Si gnat ur e:

4. Select SAVE.

Editing a custom form

@ Note: If you edit an existing form, your changes will not appear on forms that are already attached to a patient
chart. To edit a form:

1. Onthe burgerE menu, select SETUP.

2. Onthe OFFICE menu, select General.

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

4. Edit the form as needed, and then select SAVE.
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Perform a quick query of database totals

As an alternative to reports, you can quickly search the PACS and RIS databases with customizable queries. A "DB total"
search tells you how many patients, studies, and images in your databases match the search criteria.

Procedure

1. Goto SETUP > OFFICE > General > DB TOTALS.

| patoras |
|

Dats Hange O2/14,2023 [ oanarznzs il
] Study Diate ) Study Recaived Date 0 Appronnd Date
Facility
Wodalities Al
Study Description B s
Insututons
Al
orons

2. Enter the following search criteria.

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

new criteria.

Date Range Select a date range within which to search.

Study Date Select a category for the date range:

Study Received Date Search all studies with a study date within the date range.
Search studies whose DICOM receive date is within the date range.

Approved Date Search studies that were approved during the date range.

Facility Filter the search by facility.

Modalities Filter the search by modality.

Study Description Filter the search by study description.

Institutions Filter the search by institution.

ADD To add a new institution to the list, clear the All checkbox, type the name of the
institution in the box, and then select ADD.

3. Torunthe search, select UPDATE TOTALS.
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4. The search results appear below the button under DB Details.

5. Optional. To export a more detailed report of your search and results, select CSV REPORTS.

About email templates and notification templates

Email templates and notification templates contain pre-formatted text that you can automatically send through and along
with various media. Note that the original term email template now also applies to non-email media such as faxes.

Commonly, you use email templates to auto-send reports to providers and patients, and notification templates to
auto-send study status changes to referring providers. The following table summarizes the differences in auto-sending
media based on the type of template.

To create templates, see Configure an email template and Configure a notification template. To configure auto-sending
of media using the templates, see Set up emailing of exam results and Set up sending of natifications.

Auto-Sending of Media Based On:

Email Templates Notification Templates

Feature

Where to configure | Setup > [all caps button menu] > General > Email Setup > [all caps button menu] > General > Notification
template Template Templates
Who canreceive Referring provider locations/contacts, referring Referring provider locations/contacts
media provider group, referring provider's patient (in Patient
Portal)
What media are sent| Inaddition to text defined in the template: Email or fax of status changes, including text defined in

the template.

Reports

PDF attached to email
Link attached to email
Print and mail

Print on selected printers
Fax to referring providers

Fax to referring provider's office

Images

CD, Film, Paper

How to turn ON/OFF | Select checkboxesin "Reportsto Me" e Select checkboxesis "Notification Settings," and

auto-sendin e . .
4 e Select notification template in each status at which

you want to auto-send.
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Configure an email template

Follow the steps in this topic to configure an email template. To use the template to auto-send emails and other media,

see Set up emailing of exam results.

Procedure

1. Goto SETUP > OFFICE > General > EMAIL TEMPLATE.

EMAIL TEMPLATE I1

TEMPLATE MAME REPOHT TYPE = SURECT FACILITY MARKET
&ll e il w | Al pvl
(|
* I Motmfication Phy Stugy Cancelation Test Angie FaciltyMy CompanyMimmlla Test Fa
I
£l pefault Confirmation Screan Confirmation Scresn Dedauh Appoiniment Confirmation Scresn My CompanyNimilla Test Faciity, srinfo Fr
2. Select ADD.

Template Name *

Subject * Appaintment

Defaull Confirmation Scre [ Inactive

Category Confirmation Screen b

Confirmation Email

3. Enter the following settings.

Template Name Type a name for the template.

Category Select the type or purpose of the template.

Subject Type text to appear on the Subject line.

Markets Select the market for which the template is available. All facilities associated with the
selected market become selected in the Facilities list.

Facilities Select the facilities to whose studies the template applies.

4. Use the word processing tools to

compose the body of the email.

500-000883A

177



Exa® PACS/RIS 1.4.33_P5 User's Manual exXQ-PLATFORM

Fomeats B [

il
liil
il
B
[El

Dear §&FirstNamets $5Lastnamess,

This is a reminder for your SsAppointmentTypebescriptionss imaging study
on $5StudyDatess at $50fficeNamess. : -~

TERTE:

Mg Fiakde
b Patiat

Below are the prep instructions for your exam.
S$%ExamPreplnstructionsss _—
If you have any questions or need to reschedule, please call our office at S3Facilil Felaar
Otherwise, we look forward to seging you on $5StudyDatess.

Best regards,
sECompanyMamess

sx0fficeNamess £ Provide
s$0fficeAaddresslss, s$0fMiceCityss, $50fficeStatess b i

5. Toautomatically insert exam details into the email:

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

b. Inthe resultant Merge Fields list, select a merge field group (e.g. Patient).
c. Double-click a merge field to add it (e.g. FirstName).
6. Select SAVE.
See also:

About email templates and notification templates

Set up emailing of results and reports

By completing the following tasks, Exa PACS/RIS automatically sends exam results, approved reports, and appointment
confirmations to the referring provider locations/contacts you modify.

Prerequisite: Administrators must configure the company’s "Email information" (see General settings).

Tasks:

e Configure an email template.

e Add afacility, and configure all email- and fax-related settings.
e If you want to email a provider group or location, Add a provider group or location.

e Configure a referring provider location/contact, including the email address, fax numbers, and options under
Reports to Me (see Add a resource).

500-000883A 178



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

See also:

About email templates and notification templates

Configure a notification template

Follow the steps in this topic to configure a notification template. To use the template to auto-send status change emails
or faxes, see Set up sending of notifications.

Procedure

1. Goto SETUP > OFFICE > General > NOTIFICATION TEMPLATES.

NOTIFICATION TEMPLATES

TEMPLATE NAKME = ELBSECT FACLTY MARKET
Al o
& @ RetPhykotificason Tasi Arega FacliyMy Companyhirmilia Tesi FacllEgsnn
2. Select ADD.

HOTIFICATION TEMPLATES

Template Name * Subject Market
RefPhytatification Test NOME SELECTED =
Facilities *
4 SELECTED =
Fomats- B / EEZEE-E-2 =2 # &
1 I'IEI""IE+ ol
-
$8Fullnamess SSAccessionNoss e Evca
= Fatient
FirstMama
Fudlnamia
Lastnarma

Middbaname

Usemnamsa

£ Provider
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3. Enter the following settings.

Template Name Type a name for the template.
Subject Type text to appear on the email’s Subject line.
Market Select the market for which the template is available. All facilities associated with the

selected market become selected in the Facilities list.

Facilities Select the facilities to whose studies the template applies.

4. Use the word processing tools to compose the template.
5. Toautomatically insert exam details into the notification:

a. Inthe right pane, in the Search here box, type a category of information (e.g. Pat i ent ).

Note: Category searches are case-sensitive.

b. Inthe resultant Merge Fields list, select a merge field group (e.g. Patient).
c. Double-click a merge field to add it (e.g. Fullname).
6. Select SAVE.

See also:

About email templates and notification templates
Merge fields

Set up sending of notifications

By completing the following tasks, Exa PACS/RIS automatically sends status change email notifications to the referring
provider locations/contacts you modify.

Prerequisite: Administrators must configure the company’s "Email information" (see General settings).

Tasks:

e Configure a notification template.

e Foreach status of which you want to auto-send notification, select the notification template under "Notification
Settings"” (see Configure study statuses).

e Configure a referring provider location/contact, and select the location/contact's Email/Fax and/or Receive When
Added as a CC Provider checkboxes (see Add a resource).

See also:

About email templates and notification templates
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Create fax cover sheets

You can create a cover sheet to automatically attach to faxes. You can create one cover sheet for each facility. To
create a cover sheet:

Procedure

1. Goto SETUP > OFFICE > General > COVER SHEETS tab, select ADD.

2. Type a name for your cover sheet, select the facility where the cover sheet will be available, and then select
SAVE.

3. Use the word processing tools create your cover sheet, and then select SAVE.

4. Select SAVE & CLOSE.

Work with the report queue

You can open a report queue that shows reports that you previously generated or that are currently in process. You can
resend (reprocess) individual reports, or reprocess them in batches.

Procedure

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

SHEETE REPORT QUELIE
REPROCESS RAILED RELOAD
(WUELFED DATE 5 LAST UPDATED STUDY DATE ACCESE RECEIVER TYP DOCUMENT RECENVER MaMI PATIENT. DELIVEF DELIVERY ADDRES CURRENT & PH
All w0 Al W Al w all LY
L GRS R O & O GO S O & O P T W T A A T T, ATGG, R T T
037032023 1:45 Q30372023 1001166 Refems p= X T @ TestFarmer Fax {745 54-5454 Dueued
Resend
o305 2023 14503003/ 2023 10:403/03/ 2023 1001168 Refomi . g Test, Farmer Email  mirmilla.royEkonic: Sent
ancel
(03/03/2022 135 ORMA2023 1221165 Refering ProvitApproved ReTest, Retering  Test, Frank Fax {745)454-5454 Queuwsd

2. Toresend a report, right-click it in the list and then select Resend.
3. Toresend a batch of reports, at the top of the list, select REPROCESS SELECTED or REPROCESS FAILED.

4. Toresend a report automatically at a later time, right-click it in the list and then select Requeue.
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Configure the viewer
In the Viewer Settings dialog, you can configure a wide variety of viewer options including display, interface, modality,
toolbars, and shortcut menus. There are two ways to open the Viewer Settings dialog.

e Inthe Exa PACS/RIS viewer, in the upper toolbar, select the setting E button.

¢ Inthe worklist, on the upper toolbar, select the settings E button, and then in the button shortcut menu, select
Viewer Settings.

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

Set up connected displays

Configure autosave options

Configure the toolbar

Configure calipers

Configure other interface settings
Configure annotation tool functionality
Configure annotation colors

Configure annotation size and scaling

Configure recording
Show or hide tool buttons

About ROI and SUV values and units

Configure fusion, ROI, and SUV options

Configure modality-specific viewing options
Configure mammography

Configure overlays

Add or remove toolbar tools

Add or remove tools from the image shortcut menu

Assign toolbar keyboard shortcuts
Assign keyboard shortcuts for Exa Trans

Set up connected displays

Configure all connected monitors that you intend to use with Exa PACS/RIS. These settings act as default behavior for
what study items open in which monitor. If DMs conflict with the settings you enter here, the DM takes precedence.

Prerequisite: Add the Chrome extension.

Procedure
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1. Goto Viewer Settings > GENERAL.

.

2. Under Display Settings, in the Monitors on System box, select the update - button to update the monitor

count (or enter manually), and then select the identify O button.

Display Settings

Maonitors on System 1 FTECY,
Maonitor Current Prior  Full Orders Type Calibration Calibration
Sereen Width (mm) Height (mm)
O pispLan . O O O &

3. Inthe table of monitors, enter the settings in the following table.

Note: At any time you can select the update  button to preview your changes.

Monitor Select to make monitors available for image viewing. To display orders and studies on the
monitor, clear this option.

Current Select to make monitors available to display current studies.

Prior Select to make monitors available to display prior studies, if available.

Full Screen Select to default to full screen view.

Orders Select a screen of the program to open in the monitor when manually openingit with a

viewer tool, or when configured to open automatically.

Documents: Opens the document list when you select the ﬂ button in the viewer, or
when Auto Open Documentsis enabled.

Notes: Opensthe Notes screen.

Transcription: Opens the Transcription screen (Exa Trans, Web Trans, or other).

Other: Select other screensin the list. To make options available, select themin the Auto

Open Ordersllist (see Configure other interface settings).

Type The color or grayscale display type.
Calibration Width/mm Type a manual calibration width (appears on horizontal calipers)
Calibration Height/mm Type a manual calibration height (appears on vertical calipers)

4. Select SAVE.
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Configure autosave options
You can configure how the viewer performs automatic saving and other functions.
Procedure

1. Goto Viewer Settings > GENERAL.

Autosave Options

Autosave Image Properties on Close
Autosave Image Annotations on Close
Auto Mark Read Study on Close

Auto Upload Dictation on Close

O0O0OD0OO

Autosave Viewer Settings on Close

4}

Aute Open Next Study

O

Auto Send Annotated Images on Close

2. Under Autosave Options, enter the settings in the following table.

Autosave Image Properties on Close Automatically savesimage properties such as the W/Lwhen the image
is closed. Saved properties are restored the next time the image is
opened.

Autosave Image Annotations on Close Automatically saves image annotations when the image is closed.

Saved annotations are restored the next time the image is opened.

Auto Mark Read Study on Close Automatically marks the study as “Read” when the study is closed. If
Exa Dictationisin use and the workflow includes dictation and
transcription, this option is disabled.

Auto Upload Dictation on Close Automatically uploads recorded dictations to add to the study when
the study is closed.

Autosave Viewer Settings on Close Automatically saves any changed viewer settings such as toolbar
configuration when closing the viewer.

Auto Open Next Study When the current study is closed, automatically opens the next study
in the worklist that is not partially deleted.

Auto Send Annotated Images on Close Automatically sends images if they include annotations when the
current study is closed.

3. Select SAVE.
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Configure the toolbar

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

Add or remove toolbar tools.

Procedure

1.

2.

Go to Viewer Settings > INTERFACE.

Under Toolbar, enter settings described in the table below.

Toolbar

Toolbar Button Scale

Thumbnail Bar Scale

Magnifying Glass Size

2
W/L Acceleration
100
Span Sensitivity
- <1

Thumbnail Column/Rows

Thumbnail Bar Orientation

200 Px, Factor

High
O spanas sarll

Lekt ~
Header Menu Tow w2
DM Teolbar Top e

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

Toolbar Button Scale

Adjusts the size of toolbar buttons as a percentage of the screen resolution.

Thumbnail Bar Scale

Adjusts the size of the thumbnail bar.

Magnifying Glass Size

Adjusts the size of the area affected by the magnifying glass, and the pixel
magnification factor (the single digit in the text box).
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W/LAcceleration Setsthe rate or sensitivity of W/L adjustments. Typical range is 100-600.

Span Sensitivity Setsthe rate or sensitivity of span adjustments.
Auto - Adjusts the speed automatically based on the number of images in the series.

Dflt - The default sensitivity after upgrading to version 1.4.32_P1. Thisis the same
sensitivity as the "0/Auto” sensitivity used in version 1.4.29.

Low/High - Spans slowly or quickly.

Span as Scroll - Spansin correlation with the scroll bar. For example, if the series
has 400 images, you can drag from the middle to the bottom of the frame onimage 1

to span from 1 to 200.
Thumbnail Column/Rows Sets the number of columns and rows for the thumbnail bar.
Thumbnail Bar Orientation Setsthe position and resultant orientation of the thumbnail bar. If you select Mirror,

the thumbnail bar in the left monitor appears on the left side of the screen, and the
thumbnail bar in the right monitor appears on the right side of the screen (available
when the modified toolbar is not available).

Header Menu Sets the position of the toolbar and other header items.

DM Toolbar Setsthe position of the DM toolbar.

3. Select SAVE.

See also:

Configure other interface settings

Configure calipers
You can configure the number and placement of calipers.
Procedure

1. Goto Viewer Settings > INTERFACE.

2. Under Caliper Position, select checkboxes for each caliper that you want to display, and then select SAVE.

Caliper Position

O et O Top Right [J Bottom

Configure other interface settings
You can configure miscellaneous viewer toolbar and other settings.
Procedure

1. Goto Viewer Settings > INTERFACE.

2. Under Other Toolbar, enter the settings in table below.
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Other Toolbar

[ Single instance hade

[ skip Framas in Cine to Maintain Plagback Speed
O Shew Cutines Toe Firgl/Last Imagas

O open K=y Images a= Smgle Images

O use Modified Toclbar

O calipar 2oom

D il.'.::'F'h:.": e LOGEE

Ao Play Cine W Time {ms)

[ Default Frame Rais for P 15

) Default Cutling Thickness | 1

eXQ-PLATFORM

[ Hide Partial Cloae Buttar

L1 Hide All Moritor Layout Change Bution

A

O OO @8 @ 0

O

1 D Drders

[ Shew Label in B84 Braviaw

O Activiiy Log £

e I'_ Show Middle Shce Thumbnail
OO Adanicnal Infermatian
O Allessies [ Enable Cardio Wiewer
[ Ascscrnsd Retost
L Appeoned Kepoeis [] Disatde Quseing i
— -

AURg Sho Prigra Bar

Foous-n an Zoom Point

Fill Empdy Db C=li=

O Suretch Priar Bar
[ Show Brigr Index

[ auto Cpen STAT

HigheTual ity Imerpolation [ =pli wiL Regicn

Ennble RGEYER Swap O
Enable Dewveloper Made

Shawr Cafibrated Uitrssaurd Region

Color Only as Last Monitar
- Client-Side Windew/Level far LS

[ show Span Overlay

Top...

Askon Close

...middle... ...bottom

Prompts you to specify which items to save before closing the viewer,
related to the Autosave options.

Single Instance Mode

Limits the viewer to one display frame per browser.

Skip Framesin Cine to Maintain Playback Speed

Skips large imagesin a cine loop so that the cine plays a fixed speed.
Helpful with slower computers or video cards.

Show Cutlines for First/Last Images

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

Open Key Images as Single Images

Displays any available key images separately in the thumbnail area.
When cleared, shows all seriesimages in the key image thumbnail
area.

Use Modified Toolbar

Temporarily hides the thumbnail bar, and adds a Prior bar at the top of
the screen that displays patient priorsin order. You can hover over a
prior to display series/image thumbnails, and select the thumbnails to
open the images. Works in conjunction with the Auto Show Priors Bar
option.

Caliper Zoom

If selected, you can drag the caliperstozoom the current image.

Auto-Play Cine Loops

Automatically plays cine loops when opened.

Auto Play Cine Wait Time (ms)

Sets a pause time before auto-playing cine loops.

Default Frame Rate for MP4

Sets a default frame rate for MP4 files.

Default Cutline Thickness

Sets a default thickness for cutlines.

Auto Open Orders

Selects the options that appear in the Orders dropdown list in Viewer
Settings > General > Display Settings.

Auto Show Priors Bar

Shows all prior studiesin a separate bar at the top of the viewer.

Focus-In on Zoom Point

When selected, the user can drag on animage to zoomin and out at
the initial pointer position.

Fill Empty DM Cells

Fillsundefined DM frames with the next available imagesin the
current study.
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High-Quality Interpolation

Select to use high-quality image interpolation. Frequently used to
enhance X-ray quality. You can use this option to remove unwanted
“gridlines” if switching between earlier and high-resolution monitors.

M I\v'f

Enable RGB/YBR Swap

Makes the color settings supported by the user video settings
available. Corrects Red/Blue color reversal errorsin venous US and
other color-based modalities.

Enable Developer Mode

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

Show Calibrated Ultrasound Region

Server side setting.

Hide Partial Close Button

Hides the partial close button, an “X” that appears next to the logoff
button. Partial closing closes the study, but leaves the viewer open for
faster loading of future studies.

Hide All Monitor Layout Change Button

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

Show Label in DM Preview

Shows the previews of hanging protocolsin the DM bar.

Show Middle Slice Thumbnail

Shows only the thumbnail of the middle slice in a serieson the
thumbnail list.

Enable Cardio Viewer

[Unused]

Disable Queuing

Select to force synchronous communication; client message and
Server response occur one at atime.

Clear to allow multiple simultaneous requests for images, and use the
dropdown to select the number of requests. Can improve performance
onlarge CT, X-ray DDR, and MG Tomo series.

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

Stretch Prior Bar

Extends the prior bar across multiple monitors. If the prior bar exceeds
the total available screen width, a scroll bar appears.

Show Prior Index

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

Auto open STAT

When you open a study in the Exa PACS/RIS viewer, this option
automatically opens any stat images, ifincluded.

Split W/LRegion

[Unused]

Color Only as Last Monitor

Chooses the color monitor as the last monitor on which to display
images.

Client-Side Window/Level for US

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

Show Span Overlay Shows a span sensitivity adjustment slider on images.
3. Select SAVE.
See also:

Configure the toolbar
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Configure annotation tool functionality
You can configure annotation tool functionality.
Procedure

1. Goto Viewer Settings > INTERFACE.

2. Under Annotation, enter the settings in the table below.

Annotation

Show Annotation

One-Click Annotations
Show One-Click Annotations Button

Annotation Edit Mode

L

Use Dot Cursor

8

Edit Annotations atter Creating
[ Allow Drag Create
Confirmn Annctation Delete

Perzistent Annotation Tool

Show Measurementsln = mm w

Show Annotation Shows annotations by default. The user can still hide them manually in
the viewer.

One-Click Annotations Changes from the selected annotation tool to the default cursor after
eachuse. Ifcleared, the user can reuse the tool repeatedly without re-
selecting the tool.

Show One-Click Annotations Button Shows a button for turning one-click annotation on and off.

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

Use Dot Cursor Changesthe standard arrow pointer to a dot pointer.

Edit Annotations after Creating Causes the viewer to enter Edit mode after initial placement of an
annotation.

Allow Drag Create Creates annotations by dragging instead of selecting.

Confirm Annotation Delete Prompts the user for confirmation when deleting annotations.

Persistent Annotation Tool Makes a selected annotation tool available until the user selectsa
different tool. If cleared, the pointer changes to the default operation
after using the tool.
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Show Measurements In Sets the units for any length measurements taken.

3. Select SAVE.

Configure annotation colors
You can configure the color of annotations to indicate whether they are selected, in edit mode, or applied.
Procedure

1. Goto Viewer Settings > INTERFACE.

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

Colors
Coler Grayscale
Anno Color 1 SEEFEDD
HFFFFFF
SFFFFFF
Anno Color 3 -
#FFFFFF
Anno Color 4 -
SFFFFFF
Anno Caoler 5 SFFFFFF
#FFFFFF
Anno Color Edit -
SFFFFFF
Anne Caler Hover -
#FFFFOO

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

Anno Color Hover: Annotations change to this color when you hover over them.

3. Select SAVE.
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Configure annotation size and scaling

You can configure the pixel or font size of annotations, and scale annotation points.
Procedure
1. Goto Viewer Settings > INTERFACE.

2. Under Miscellaneous, enter the settings in the table below.

Miscellaneous

Scale in Pixel Size []

Scale Annotation
Font By

2

Scale Annotation
Paoint By

Invert SR Reports [ ]

Default SR Report

w

Font Size

Scale in Pixel Size Determines the annotation font size by the pixel size.

Scale Annotation Font By Sets the font size for annotations.
Scale Pixel Size ON: Default is approximately 10
Scale Pixel Size OFF: Default isapproximately 1 to 1.5

Scale Annotation Point By Sets the size of annotation handles (from 0.1 to 5).

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

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

3. Select SAVE.

Configure recording

You can configure audio recording options for Exa Dictation.
Procedure
1. Goto Viewer Settings > INTERFACE.

2. Under Record Control, enter the settings in the table below.
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Recording Control

[:I Hald for Record
O Beep on Record (heard on recording)
O elink on Record Pause

O Monkey Chatter on Rewind

FFWD/RWD Factor (200-500)

Lag (0=3000)

Hold for Record Requiresyou to hold down the button for the duration of recording.

Beep on Record Beepswhen recording starts. The beep may be audible on resultant
recordings.

Blink on Record Pause Causes the microphone light to blink when recording is paused.

Monkey Chatter on Rewind Plays “monkey chatter” sound when rewinding.

FFWD/RWD Factor (200-500) Changes the rate of fast forward and rewind, in milliseconds.

Lag (0-5000) Delays the response after selecting play or record by the specified amount]
oftime, in milliseconds.

3. Select SAVE.

Show or hide tool buttons

You can hide certain tool buttons.
Procedure
1. Go to Viewer Settings > INTERFACE.

2. Under Tool Buttons, select the checkboxes of the items that you want to hide.

500-000883A 192



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Tool Buttons

Hide Docurment
Hide Notes

Hide Print

O O 0O O

Hide Reports

[ Hide Transcription

3. Select SAVE.

About ROI and SUV values and units

Exa PACS/RIS can calculate selected types of SUV values and display them in selected units. When using these
functions, consider the following.

e DICOM data from Philips - To calculate SUV values based on DICOM data from a Philips modality, if the
data uses CNTS units, Exa PACS/RIS converts pixel values to BQML by using Philips private tags Scaling
Factor [7053,xx00] and Activity Concentration Factor [7053,xx09]. However, if those tags are missing, the
CNTS units are retained regardless of the SUV type you configure.

e [f data required for calculations is not found in the DICOM source file, Exa PACS/RIS displays N/A in place of
measurements.

e If ROI Selection Weighting is set to Exclusive, largest-valued or smallest-valued pixels falling partially
outside an ROl are excluded from calculations.

o If DICOM-sending images with ROl annotations, they are automatically set to Inclusive regardless of the
user selection.

See also:

Configure fusion, ROI, and SUV options

Configure fusion, ROI, and SUV options
You can configure options for fusion, ROI, and SUV.
1. Go to Viewer Settings > INTERFACE.

3. Under Fusion, and under ROI & SUV, enter the settings in the table below.
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Fusion

Auto Adjust for CT/PT Frame Count Mismatch
ROI & SUV

ROl Show Size
Show Mumber of Pixels in ROl Selection

Show Mumber of Slices in ROl Selaction

ROI Selection WEIGHTED ~
Weighting

Enable SUV Calculations

Ehow SUV Type and Measurements in the ROI
Header

Show SUV Units after Measurements

Use Standard SUV Type Units (g/ml, em?/ml)
¥ g

Default SUV Type SUV b

b
Fusion Auto Adjust for CT/PT Frame Count Mismatch | Select toreconstruct PET anatomy on fusion overlays
between absent slices. Disable to display PET overlays
only for slices originally included in the PT series.
ROI & SUV ROI Show Size Adds length and area measurementsto ROI.
Show Number of Pixelsin ROI Selection Select to show the number of pixels selected when
annotatingan ROI or selecting with the freehand tool.
Show Number of Slices in ROI Selection Select to show the number of slices selected when
annotatingan ROI or selecting with the freehand tool.
ROI Selection Weighting Select which pixels are included in an ROIl. When DICOM-

sending images with ROl annotations, they are sent as
Inclusive regardless of this setting. Therefore the Min,
Mean, StdDev, and Pixel count may differ slightly from
what appears in Exa PACS/RIS with the Weighted or
Exclusive options.

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

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

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

Select to add SUV calculations to ROl annotations of PET
SUV series and CT-PET fusion studies. Prerequisite: Your
system administrator must also enable SUVin a separate

procedure.

Show SUV Type and Measurementsin the ROI

Header

Select toinclude the SUV type and measurementsin the

ROl header.

Show SUV Units after Measurements

Select to include the SUV units following the measured

valuesin the ROl header.

Use Standard SUV Type U

nits (g/ml, cm2/ml)

Select to display SUV values using standard units for the
SUVtype. Clear to use the values stored in the DICOM file.

Default SUV Type

Select the type of SUV calculation to perform.

4. Select SAVE.

See also:

About ROl and SUV values and units

Configure modality-specific viewing options

You can configure how studies appear in the viewer for all modalities, or for each specific modality.

Procedure

1. Go to Viewer Settings > MODALITY.

SETTINGS
GEMERAL
e Layaut Meause Buttans
ED -
INTERFACE ER Scrcan Layout 171 Laf Meae w
cT
W Sevies Layoul 1% Right Mone i
LAl
MODALITY .
MR Middle Fie W
ki Compression o
MAMMOGRARHY H i Left=Right Meas *
us Pome: Daagnogts: L
DVERLAYS LR
DG
= Presets
TOOLE o
s Key [Description Window Width Window Center
EXTEHHAL a0 a - E
TOOLS HA
5
or
e Options
5
M sieciickinn M fic bl lon jepgnne
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2. Inthe list of modalities, select a modality to configure.

3. Enter the settings in the following table.

Layout

Screen Layout

eXQ-PLATFO

Changes the number and layout of series frames.

RM

Series Layout

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

Mouse Buttons

Left/Right/Middle/Left+Right

Assigns functions to mouse buttons. Thisis frequently
used by CAD usersto assign functions to extra mouse
buttons.

Compression

Sets the image quality, which inversely affects viewer
performance.

Presets Key Assigns shortcut keys to W/L presets.
Description Type a name for the W/L preset.
Window Width Sets the window width of the W/L preset.
Window Center Sets the window center of the W/L preset.
Set Select when finished entering Preset settings.
Options Auto Linking Automatically numerically links the current series
projection (Sagittal, Coronal, and Axial) with all other
like series projectionsin that study.
Assume Color Study Forces studies of the selected modality to appear in

the default color monitor set in the display settings
regardless of color.

Assure All Viewed

Displays a check markin thumbnails ofimages that
were opened, and warns the user when closing before
allimages are opened.

Auto CLAHE Automatically applies CLAHE, enhancing image
contrast.

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

Auto DM Wrap Enables moving from the final step of a DM directly to

the first step, and back again.

Auto Hang Priors

Automatically loads the first prior when the viewer
opens. Works in conjunction with Auto Open Priors.

Auto Replace Priors

Automatically replaces prior imagesin the current
layout.

Auto-Invert SC Images

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

Auto Next Series

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

Auto Next Series Cine

Automatically starts cine play of the next serieswhen
the user opensit.

Auto Next Series Wrap

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

Auto Next Study

Automatically opens the next study in the worklist after
closing the current study.

Auto Swap Red/Blue

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

Auto Show DICOM Overlays

Automatically displays DICOM overlays, if present.

Auto Show SR Overlays

Automatically displays SR overlays, if present.

Auto Show Cutlines

Automatically displays cutlines, if present. This setting
also applies to synthesized mammogram views, in
which the cutlines indicate the position of the
currently viewed image on the corresponding BTO
view.

Auto Show Cine

Shows the media control bar when a seriesis opened.

Auto Show W/L Bar

Shows the window/level bar when the viewer opens.

Detect Pixel Padding

Turns detection of pixel padding ON/OFF.

DM Allow Missing Cell

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

DM Save W/L

Saves the window/level with the DM.

Save Study DM on Close

Createsanew DM for each study when it closes, or
when the next study auto-opens. The DM is named with
the accession number, and contains the last displayed
stack and monitor position.

Show PDF in Last Stack

Moves PDF files to the last place in the stack. In the
viewer, they are loaded last ifan empty cell is
available.

Instance Window/Level

Select to show each image with its own W/L. Clear to
show each image with the W/L of the first instance.

Do Not Skip Images

Prevents moving forward if subsequent images are not
yet loaded.

Ignore Frame of Reference within Study

Disables referencing of the study’s DICOM frame of
reference UID when performing linking and cutline
functionality.

Ignore LUT

If LUT values are corrupted, Exa PACS/RIS ignores the
LUT values, and attemptsto render the best image
possible.

Ignore Presentation LUT

Same as Ignore LUT, but select for certain vendors that
use a “Presentation LUT.”

Keep Rotate Appliesthe current rotation to allimagesin the series.
Keep W/L Appliesthe current W/Lto all imagesin the series.
Keep Zoom Appliesthe current zoom level to all imagesin the

series.

Extend Image Display (if Stretch)

When Stretch Across Monitorsis selected, extends a
single image across multiple monitors.
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Pixel Padding as Background

eXQ-PLATFORM

Interpolates missing pixel data tofill in “dead” spotsin
animage.

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

Pre-generate Bitmaps

Pre-generates bitmaps automatically ifimported into
PACS.

Reset W/L for Individual Images

Select to use the original W/L of each individual image.

Clear to use the first W/L sent by the modality for all
images.

Frequently used to optimize MRl images.

Select Last Contrast Entry

When DICOM tags include multiple W/L values, uses
the last value for all imagesin the series. Clear to use
the first value.

Show 3D Spine Labels

Shows the 3D spine label tool on the toolbar.

Show ‘Bone Enhance’ on Toolbar

Shows the Bone Enhance (sharp mask) tool on the
toolbar.

Show DM Toolbar

Shows/hides the DM toolbar oninitial load.

Show Spine Labels

Shows the spine labels tool on the toolbar.

Sort Thumbnails by Date/Time

Sorts thumbnails by date/time of acquisition.

Stop Thumbnail from Updating

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

Stretch Across Monitors

Turns on extending of images across all active
monitors.

Cine Direction

Setsthe cine playback to forward or backward.

Default FPS Causescine play to occur at the default frames per
second, depending on modality.
Enable 4DM Opens the 4DM viewer for post-processing. (Requires

configuration to integrate with the 4DM viewer.)

Disable CINE Scrolling

Disables cine play of series.

Active Frame Based Cineplay

Playing a cine loop on one series automatically plays
all linked series.

Disable Caliper on Cine

Hides calipers during cine playback.

Auto-Split Rules

Always

Splits US series into individual images.

Differing Echo Time

Splits by echo time.

Differing Series Number

Splits by series number.

Differing Series Time

Splits by seriestime.

Differing Acquisition Number

Splits by acquisition number to create stacks for
separate acquisitions/scans.

Differing Diffusion Value

Splitsimages within similar series UID by b-value
(0018,9087 MR Diffusion Value) into separate series.

Differing Trigger Time

Splits by trigger time (0018,1060).
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Isolate MPEG Splits by MPEG file.
Isolate Multiframe Splits cine loops into multiple images.
Auto Bone Enhance Highlights the bone portions of images by the
percentage you type.
Auto WL Type Selectswhich W/Lto use (such aswhen values are not

available from the modality).

Normal: Use the W/L tags from the modality, if
available.

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

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

Auto Reorder Images Automatically changes the order ofimagesin a series
tothe selected order.

Image Number: Displaysimages by DICOM instance
number, lowest to highest.

Image Number Reverse: Displaysimages by DICOM
instance number, highest to lowest.

Slice Location: Displaysimages by DICOM slice
location, lowest to highest.

Slice Location Reverse: Displays images by DICOM
slice location, highest to lowest.

Image Time: Displays images by DICOM acquisition
time, lowest to highest.

Prior Options Auto Open Prior Automatically opens prior studies.

Relevant Priors When automatically opening priors, also opens
relevant priors from other modalities. See “Define
relevant priors” later in this topic.

Auto Open Prior Count When automatically opening priors, opens the
selected number of studies.

Force Relevant Only Opens only the defined relevant priors (see "Define
relevant priors" later in this topic).

Prioritize Current Modality First When opening relevant priors, display same-modality
priorsfirst.

4. Select SAVE.

5. Optional. If you selected Relevant Priors, continue to “Define relevant priors.”

Define relevant priors

Defining relevant priors allows you to auto-open only priors that are relevant to the current study based on study
description, modality, or body part. To write definitions for which priors are relevant you use a syntax called relevant
prior logic:
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STRING or (STRING STRING ...){.*(STRING STRING ...)}

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

a bar."

Example 1

When the main study description contains "CHEST" or "THORAX," the relevant priors to auto-open are CT studies
whose descriptions also contain "CHEST" or "THORAX."

Prior Options

Aur wen Prior

Relevant Priors

Aung Open Prior Count | o ant e Current Modality

Maodality | Body Part | Description Main Study Deseription

{CHESTITHORAX) (CHESTITHORAX)

Prior settings on the left... ...main study settings on the right

Example 2

¢  When the main study description contains "CLAVICLE," SCAPULA," or "SHOULDER" followed by "LEFT,"
"LT," or "Bl," the relevant priors to auto-open are those whose descriptions also match those criteria.

e The same is true for the RIGHT shoulder.

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

Prior Options

Auto Open Prior
Fielevant Priors

Auto Open Pric slevan ricaritize Current Mo

Modality | Body Part | Description Main Study Description

c | SHOULDER). ™ (L LA|SHOULDER)
(LEFTILTIGN) (LEFTILTIBN)

CAPULA|SHOULDER). | (C PLLA|SHOULDER).*
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@ Note: You can also define relevant priors to auto-send (see Configure routing rules).

Configure mammography
You can configure mammography viewing options.
Procedure

1. Goto Viewer Settings > MAMMOGRAPHY.

GEMERAL
Mammography SR CAD
INTERFAC Stack Sarme View Breast Density
L al Cadinrtes
Auts Orient Mamms Views "—I Beadi Bl CaGmvatey
MOBALITY E Caleication Clusters
. e [0 Swap Left/Right Breast Posiions (with Aute Orient Only)
i : d I:| Ingvidusl Calcification
[ rermowe 87O Frojections O Hipple
MAMMOGRAPHY [§
[ Allaw Mamma Switching via Overday O male
Show BTO Qrientation Owverlay O agply Changes to All Images
OVERLAYS . e _
Naw uic 15kory L nabie 1 OGS o U images
8= Quick H W Enable CAD Finding ALL BTO Imag
Lizt WS Breast Priors aftar MG Pricrs
ToOLS
[J Enable 084 Serall
Enabde Stack Scrolling
EXTERMAL
TOOLS O Dizable BTO Sorelling
Grouwp DM Previes by Prics
D Shaw Prigrs in Chronedegical Order
>
Aute Slab Tomo Mone
D Stack By View And Priar
Sort By fis e

2. Enter the settings in the following table.

Mammography Stack Same View When Auto Next Seriesis turned on, stacking of 100%
matches for a cell becomes available in the Display
Manager.
Auto Orient Mammo Views Automatically orients mammo views.

Swap Left/Right Breast Positions (with | When Auto Orient Mammo Viewsis selected, switches
AutoOrient Only) the left and right breast images.

Remove BTO Projections Hides the BTO orientation overlay.

Allow Mammo Switching via Overlay When selected, the user can click the seriesname in
the top of the cell to switch between 2D and 3D.

Show BTO Orientation Overlay Shows a bar in lower left indicating the cranial or
caudal location in the breast when moving through a
3D image.
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Show Quick History Show the Quick History of studies.
List US Breast Priors after MG Priors Orders priorsin the prior bar.
Enable DM Scroll Turns on moving through DMsin the DM toolbar by

using the mouse wheel.

Enable Stack Scrolling In special cases (such as BTO) multiple images are
present in the same series, whichisreceived asa
single DICOM. In these cases, turn on the stack scroll.

Disable BTO Scrolling Turns off moving through BTO views.

Group DM Preview by Prior Saves space on the prior bar by stacking DMs with the
same prior logic. You can hover over a prior to display
matching priorsin a vertical pop-out.

Show Priorsin Chronological Order Orders priorsin the prior bar.

Auto Slab Tomo Automatically applies a slab thickness to
tomosynthesis studies.

Stack By View And Prior Makes it possible to move through prior mammo
Sort By images within a hanging protocol without needing a
specific DM. Select Asc or Desc to move by age of prior |

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

SR CAD Options [Select] Setswhich CAD overlays (data) are displayed in the
viewer, if present.

Apply Changesto All Images Shows all available SR CADS in the images.

Malc - Select to view Malc findings when viewing
Hologic studies.

Enable CAD Findings on ALL BTO Images| Displays all findings within the series on all images.
CAD findings on non-referenced images are 67%
transparent.

3. Select SAVE.

Configure overlays

You can configure the appearance and contents of overlays.
Procedure

1. Go to Viewer Settings > OVERLAYS.
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SETTINGS
GENERAL Fart Family Arial o Sire [ w
Modality All a
INTERFACE
MODALITY :
A Left Overlay Right Overlay
MAMMOGRARHY Field Field
Prefis bbask “ Prafix Mask “
OVERLAYS
=, institution{000S, 00S0) . Image_instancelndex
TOOLS L Institutien_adde0003,0081) = StudylD_dicem_study_id(0020,0014)
ko |D_dicom_patient_id(0010,0020) e Spacing_spacing_between_slice=(0018,0088)
EXTERMAL Harne_patient_nasme((010.0010) AN _aecession_ne0008,0050)
TOOLE
= DB _birth_date(0070,0030) < Fl'q:_ﬂip_mglndﬂmﬁ.'l-Mﬁ
0 SEX_patient_sex{0010,0040) 0 Lee_slics becaticn(D020,1047)
OE sioucdy AMOARE ARDAY < Thic slica shirl (1190 ARG

2. Enter the settings in the following table.

Font Family Select the font used for overlays.
Size Select the font size used for overlays.
Modality Select to which modality the overlay settings apply. You can enter modality-
specific settings or select all modalities.
Left/Right Field Clickinside the box and then:
Overla
y e Selectaproperty fromthe list, or
e Type aDICOM tag(e.g.0020,0010)
Prefix Ifyou typed a DICOM tagin the Field box, type a tag prefix. You can use an
intuitive prefix such as Series#, DOB, or Time.
Mask Optional. Type attributes that describe mask operations for a multi-frame
image (see the DICOM standard).
Bottom Overlay | FOV/MAG/W/L Displays the field of view, magnification, and W/L for each seriesin the bottom
corner.

3. SelectADD
Result: The tag appears at the bottom of the list.
4. Optional. Drag the tag to a new position in the list.

5. Select SAVE.
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Add or remove toolbar tools

You can add or remove tools from various viewer toolbars in the program, and customize your choices by modality.

Note: Not all toolbar tools can be removed.

Procedure
1. Goto Viewer Settings > TOOLS.

2. Under Toolbar, select the modality whose toolbar you want to customize.

Toolbar Tools
Tools
O 30 Angle
==MAIN
0O 30 Measure
>>TOP
O A0 Point
>=BOTTOM
0 | 3oRoI
>=LEFT
O 30 Ray
>=CONTEXTMENLU
D 3D Cursor
=>>RKYBD, SHORTCUTS
Angular Rotation
— A=id 11 s HY

IMPORTANT: The Toolbar All setting only defines the default tool settings. If any modality-specific tools were
configured, they override the default. Therefore we recommend configuring each modality you plan to use (such
as "CT" in the figure above).

3. Inthe list, select one of the following toolbars to customize.

MAIN - The toolbar at the top of the viewer.

TOP/BOTTOM/LEFT - The toolbar accessible by pointing to the top, bottom, or left edge of an image.
4. UnderTools, select or clear the checkboxes of the tools that you want to add or remove.
5. Select SAVE.

See also:

Add or remove tools from the image shortcut menu
Assign toolbar keyboard shortcuts
Assign keyboard shortcuts for Exa Trans
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Viewer tools and keyboard shortcuts

Add or remove tools from the image shortcut menu

You can add or remove tools from the shortcut (context) menu that appears when you right-click an image, and

customize your choices by modality.
Procedure

1. Goto Viewer Settings > TOOLS.

2. Under Toolbar, select the modality whose shortcut menu you want to customize.

Toolbar Tools

| €T VI Tools

==MAIN
»>=TOP
=»BOTTOM
==LEFT

==COMTEXTMENU

==KYBD. SHORTCUTS

3. Inthe list, select CONTEXT MENU.

4. Under Tools, select or clear the checkboxes for tools that you want to add or remove.

5. Select SAVE.
See also:

Add or remove toolbar tools

Assign toolbar keyboard shortcuts
Assign keyboard shortcuts for Exa Trans
Viewer tools and keyboard shortcuts

Assign toolbar keyboard shortcuts

You can assign keyboard shortcuts ("hot keys") to tools, and customize shortcuts by modality.

3D Angle
30 Measure
30 Point
30 ROI

3D Ray

30 Cursar

Angular Rotation
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Procedure
1. Goto Viewer Settings > TOOLS.

2. Under Toolbar, select the modality for which you want to assign shortcuts.

Toolbar Tools
CT ¥ Tools
O 0 Angle
xRAAIM
m| 30 hMeasure
2>TOP
O 30 Paint
FEOTTOM
O 30 ROl
>=LEFT
0O 3 Ray
==LONTEXTMERL
ikl O 30 Curaor
Y ED. SHORTCUTS m| Argular Retation
=EXA TRAMS SHORTCUTS 0 Artiral Image Siza
0 Create Teaching Study
i | Arnle Pdorlrer

3. Inthe list, select KEYBOARD SHORTCUTS.
4. Under Tools, select the checkboxes of the tools to which you want to assign shortcuts.

5. Inthe Shortcut box, type the keyboard shortcut. The shortcut can be one of the following, either by itself or
preceded by the Ctrl key:
e Alphanumeric character (A-Z, a-z, 0-9)

e Arrow key (Up, Down, Left, or Right)
e Basic math operator (+, -, *, /)

6. Select SAVE.
See also:

Add or remove toolbar tools

Add or remove tools from the image shortcut menu
Assign keyboard shortcuts for Exa Trans
Viewer tools and keyboard shortcuts

Assign keyboard shortcuts for Exa Trans

You can assign keyboard shortcuts ("hot keys") to common functions in Exa Trans. To use a keyboard shortcut that you
assign here, Exa Trans must be the active application. For built-in keyboard shortcuts, see Keyboard shortcuts and
commands for Exa Trans.
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Procedure

1. Goto Viewer Settings > TOOLS.

2. UnderToolbar, In the list, select EXA TRANS SHORTCUTS.

Toolbar

cT

= hiAIN

==TOE

=>BOTTORM

==LEFT

SCONTEXTREML

==E¥BD. SHORTCUTS

>>EXA TRANG SHORTCUTS

Tools

O oo O o

Tools Shaortout

Appeoros

Approse and Mesd

Fre-fpproe

Save

Skip

3. Under Tools, select the checkboxes of the tools to which you want to assign shortcuts.

4. Inthe Shortcut box, type the keyboard shortcut. The shortcut can be one of the following, either by itself or

preceded by the Ctrl key:

e Alphanumeric character (A-Z, a-z, 0-9)

e Arrow key (Up, Down, Left, or Right)

e Basic math operator (+, -, *, /)

5. Select SAVE.

View logs

To view the various logs that are available in Exa PACS/RIS, do the following.

Procedure

1. Goto SETUP > OFFICE > Log.

2. Selecttabs (AUDIT LOG, USER LOG, etc.) to view different logs.
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3. Double-click entries to view details.
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Work with the hamburger menu

The hamburger (burger) menu is the main menu of the program. To open it, select the burger menu button circled in red in
the following figure. Some of the options in the figure may not be available depending on your product and configuration.

PATIENT ARRIVAL WORKLIST

DISPATCHING DASHBOARD
QUERY/RETRIEVE
SCHEDULE

BILLING

£
&
@
-]
A
&
g
g
®
3

—a
e

SETUP

INTERFACE

KONICA MINOLTA

The burger menu button... ...and menu (your options may vary)

Work with the dashboard
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What is the dashboard?

The dashboard is a page that displays gadgets, which contain information in graph, table, and other formats to help you
understand the status of work at your facility. The dashboard is separate from the dispatching dashboard, which is
dedicated to Mobile Radiology.

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

Open the dashboard

Add or remove gadgets from the dashboard
Change the graph type of a gadget

Change the facility of a graph

Change the date range of a graph

Open the dashboard

e Onthe burger E menu, select DASHBOARD.

Add or remove gadgets from the dashboard
The dashboard displays an array of user-customizable gadgets, and a gadget with a button for adding more gadgets.

Procedure
1. Onthe burger E menu, select DASHBOARD.
2. Toremove a gadget, select its remove % putton.

3. Toadd a gadget, find Add Gadget and select its add [+ button.

4. Inthe list of gadget types, select a type.

Change the graph type of a gadget

You can select a graph type of bar, column, line, or pie.

Procedure
1. Onthe burger E menu, select DASHBOARD.

2. Onagadget, select the graph Lol button.

3. Inthe button shortcut menu, select a type.
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Change the facility of a graph

You can change the source facility of the graph in a gadget. The available facilities are ones that you set up in advance in
Exa PACS/RIS.

Procedure
1. Onthe burger E menu, select DASHBOARD.

2. Onagadget, select the facility B button.

3. Inthe button shortcut menu, select a facility or select All Facilities.

Change the date range of a graph

You can change the date range of the data source of the graph in a gadget.

Procedure
1. Onthe burger E menu, select DASHBOARD.

2. Onagadget, select the date range button.

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

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

1. Go to burger menu > WORKLIST.

= Worklist

ALL STUDIES

4 O STATUS STUDY DATE 3 PATIENT MODALITY STUDY DES(]

All v

4

+ 808 s wE mA i} * @ 01/18/2023 8:30 PM PST Test, Helen XA ANGRPH &
+ 2 FxE R S I * @ 01/18/2023 7:15 PM PST Test, Tom CR CHOLANG
+ 20 FHE =B S I * @ 01/18/2023 7:00 PM PST Test, Tom CR ERONCHO

See alsoin this chapter:

Worklist settings
User settings

Viewer settings

Local service settings
Use the worklist

PACS Actions menu

Worklist shortcut menus

Edit Study screen

Exam screen for technologists
QC operations
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Worklist settings

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

About toolbars and elements in the worklist
Display a filter of the worklist

Create a user worklist filter

Edit or delete a worklist filter

Show or hide a worklist filter

Select a quick filter of the pre orders tab

About toolbars and elements in the worklist

The worklist provides the following toolbars and other items. Notice that there is a settings menu E button in both the
upper and lower toolbar, but they open different menus.

Upper toolbar

The upper toolbar contains the following elements, from left to right.

1 Tasks Shows the number of tasks by urgency. Select to jump to the Tasks list.
2 STAT meter Shows the number of studies at each Stat (urgency) level.

3 TAT meter Shows the number of studies at each TAT (turnaround time?).

4 Settings Opens the settings menu.

5 Log off Signs the current user out.

1. The time it takes for a study to reach Approved status.

Lower toolbar

1 2 3 4 5 6 7 8

The lower toolbar contains the following elements.

1 Move tabs left/right Left/right justifies the worklist filter tabs.
2 Filter menu Select from any available filter tab.
3 Refresh Updates the worklist, but keeps manually entered filters.
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4 Refresh all Updates the worklist, clearing all filters.

5 PACS Actions Opens the PACS Actions menu.

6 Filters Opens the Study Filters dialog.

7 Search tools Shows/hides the search bar.

8 Disagreements Opens the disagreements queue (requires a separate license for Peer
Review).

Filters

Filter tabs (figure above) appear on the left side of the worklist by their labels. The Exceeds Maximum Time Limit filter
(figure below) appears at the bottom of the worklist.

+ 2] &2 7 * @ ! Scheduled 02/17/2023 7:55 PMPST

Exceeds Maximum Time Limit 162

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

Optional PRE ORDERS Lists unscheduled orders. Pre orders often have no referring
. physician, and can come from Exa RIS or portals (such as exams
(Can be hidden) requested by the patient).
QC Listsreceived studies needing reconciliation.
See QC operations.
Permanent ALL STUDIES Listsall DICOM studies and scheduled RIS orders that are not
currently on the QC tab.
(Cannot be hidden) y Q
User Filters [user-defined] Provide a highly customized view of the worklist.
(Can be hidden) See Create a user worklist filter.
Administered worklist [administrator-defined] Same asa user filter, but created by an administrator for a user, and
filters cannot be changed by the user.
See Configure an administered worklist filter.
Temporary Exceeds Maximum When you select the Exceeds Maximum Time Limit link at the bottom
Time Limit of the worklist, this tab opens and lists relevant studies. Select the
pushpin button on the tab to display a dialog with options, including
"Remove."
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Display a filter of the worklist

You can display optional filters (such as PRE ORDERS or QC) in the following two ways. To display user filters, you can
use these steps if the filter was configured to appear as a tab or in the tabs list.

Procedure

1. Onthe worklist, in the filter bar, select a tab to display the filter.

= WorkList

2. Inthe lower toolbar, select the Show all Tabs by list button, and then select a filter.

Create a user worklist filter

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

Procedure

1. On the worklist lower toolbar, select the filter - button.
2. Inthe Study Filter dialog, select ADD.

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

Filter Name Type a name for the filter

Show Encounters Only Shows only studies for outpatient encounters.

Joined Filters Selects another filter to combine with the current filter. Studies must meet the
criteriain both filters to appear in the worklist.

Filter Order Determinesthe order in which filters appear as tabs or list items, from low to high.

IsPrivate Restricts availability of the filter to the user who created it.

Display asa Tab Shows the tab for the filter on the worklist.

Display in Dropdown Shows the filter in the Show Tabs by List list on the worklist.

Show Only Exceeding Max Time Shows only studies that are exceeding their max time as specified in “Configure
study statuses.”

Show DICOM Studies Only Shows only DICOM studies (studies containing images).

Show RIS Orders Only Shows only RIS orders.

Show Assigned Studies Only Shows only studies that were assigned to the current user.
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Show Pre-Orders Only Shows only preorders.

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

Assign Available when you select Is Private. Administrators can use these settings to

assign the filter to specific users or user groups.

Default Column/Sort By Sorts the worklist by the column and order that you select.

DATE/TIME Filters studies by a range of dates and times.

PATIENT INFORMATION Filters studies by patient or account number.

STUDY INFORMATION Filters studies by institution, facility, modality, body part, and other categories.
RESOURCE Filters studies by physician or attorney.

INSURANCE Filters studies by insurance provider.

Note: When available, you can use the Is operator and Blank criteria to search for studies that are missing
information. For example, in the INSURANCE category, under Insurance Provider, select Is, and then
select Blank to search for studies with no insurance.

Example
The settings in the figure below define a filter with the following properties:

e Appears as the first available user filter

e IsPrivate (only available to the user who created it)
e Appears as a tab on the worklist

e Appears as a menu option in the list of filters

e  Shows only DICOM studies

e Isonly available to users of type Radiologist

e Only displays studies in Unread status
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Study Filter

Fifer Mame * Test O show Encountars Only

Filer Drder * 1 ts Privata

Display as a Tak Diz=play in Drogdewn L Shaw Qndy Exceading Max Time
Shaw DICOM Studies Only |:| sheove RIS Orders Oniby |:| Shaw Assigned Studies Only
Deduted all - O Show Pee-Orders Cnly

AsEign lock Liser 2, Radmlogist L

Default ColumnrSon By w

Insditution Facility
O s - angie Faciliy :
Qs GabikaTestFacility
O 1= Mat ﬂ O e Hat Meara Faility
O Comsina - ”:'I Cr.:lnear?'r 5
WY Ordaring Facility
ORMATION : I .
dadality elect ordering fadilities '
BD
0 1= BR
2 Is Mot ca Qs
[ o ) ks Hat
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T O Last Changad By Ma
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Fllevs-uigs O ks hat ach Sta
ol Transcribed
¥ Cher b
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4. Select SAVE.

Edit or delete a worklist filter

You can edit or delete a filter that you created.

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

Study Filter
Default Tab All Studies LY
FILTER NAME FILTER TYPE FILTER ORDER 2
Al v
Al Studies Glokal 1]
£* 1l MDalete or Edit Ma Private 2
¢ [ JTest Private 3

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

Show or hide a worklist filter

You can show filters as tabs on the worklist, as items in the filter menu, as both, or as neither (you can hide them for later
use without deleting them).

Procedure

1. Onthe worklist, on the lower toolbar, select the filter - button.
2. Inthe Study Filter dialog, double-click the filter to show or hide.

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

checkbox.

Select a quick filter of the pre orders tab

At the bottom of the PRE ORDERS tab, you can select from the following checkboxes to quickly filter the list of preorders.

[ # % % 03/17/2023 8:20 AM POT Mirmilla Test Facility Test, Martin CR BOME &G

031772023 8:20 AM PDT Ordered Minmilla Test Facility Test, Martin A 30 RNDR

[ # % & 03/14/2023 11:06 AM PD Nirmilla Test Facility Test, Justin ia ANGRPH

O Walting For Authorization O show Only Expired O show Only Physician Orders O show Only Ordering Facility Orders

Waiting for Authorization Shows only unauthorized preorders.
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Show Only Expired Shows only preorders that are past the authorization date.
Show Only Physician Orders Show only preorders created from Physician Portal.
Show Only Ordering Facility Orders Show only preorders created from the ordering facility portal.
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User settings
User settings (from the worklist) control how the worklist appears and functions. The settings only apply for the user who
configured them, so all users can have their own unique settings. User settings override global settings, except for

security settings.

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

Configure worklist columns
Configure other user settings

Configure worklist columns

You can show, hide, and order columns in the worklist.

Procedure

1. Go to Worklist > Settings > User Settings.

User Settings

Column Order

Status
Study Date
Facility
Patient

Modality

]

Study Description

H Account Mo.

User Sef

O Show
Show
Show

Shy
Show
O aued

Auto-0)

2. Do one or more of the following.

To show or hide a column, select or clear its checkbox.

To reorder a column, drag the column to a new position in the list.

Note: While viewing the worklist, you can also drag columns directly to new positions.

3. Select SAVE.
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Configure other user settings
You can customize behaviors and settings for worklist tabs, columns and rows, and configure other user settings.
Procedure

1. Go to Worklist > Settings > User Settings.

User Settings
O Show Rew Numiber Double-Click Behawior Web View «
Show Priors Double-Click (Schedulad) Edit Qe
Show QC
Default Tab All Studie w
Show Completed in Pending List
Default Filter [Local Cache) b4
Show Orders Tab
[ show Recent Studies Defaull Column Study Da: w
O auto-Gpen New Order Sort By Desc b
" ol A e
B4 Auto-Open Appointment Confimation Audic Player Lag Time 4 58c i
Auto Open Priora On w
Open Pricr Reports On w
Vaoice recognition Dictation
Delay Load of Exa Trans Off w
Exa Trans Fomst (e

2. Enter the following settings.

Show Row Number Select to display the row number column in the worklist. The columnis labeled as
“H or “NQ.”

Show Priors Select to show prior studies on the worklist, or clear to show series and images
instead. Whether you choose to show priors or series, you can view them by
selecting the expand + or collapse ™ buttonina study row.

Show QC Select to show the QC tab, and select the Show Completed in Pending List
checkbox to show include completed ordersin the QC tab.

Show Orders Tab Select to show the PRE ORDERS tab in the worklist.

Show Recent Studies Select to show the RECENT STUDIES tab in the worklist. This filter contains the 25
most recent studies that were opened in the viewer.

Auto-Open New Order Select to automatically open the Edit Study screen after selecting the CREATE
ORDER button (Exa PACS/RIS only).
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Auto-Open Appointment Confirmation

Select to automatically open the appointment confirmation screen after selecting
the CREATE ORDER button (Exa PACS/RIS only). See also Confirm an appointment.

Double-Click Behavior

The view or app in which a study appears when double-clicking a row, unless the
study is scheduled.

Double-Click (Scheduled)

The view in which a scheduled study appears when you double-clickit.

Default Tab

The default tab for the worklist (the filter that initially appears when you open the
worklist).

Default Filter (Local Cache)

The default filter for local cache. Iflocal cache is installed and configured, studiesin
thisfilter are locally cached per settings.

Default Column

The default column for the worklist that determines the sort.

Sort By

Whether the list is sorted in ascending or descending order.

Audio Player Lag Time

The amount of delay before starting audio playback.

Auto Open Priors

Turns automatic opening of priorsin the viewer on and off.

Open Prior Reports

Automatically opens prior reports when opening a study.

Voice recognition

When opening a DICOM study in the Exa PACS/RIS viewer:

Dragon (Exa Trans): Opens Dragon Naturally Speaking for radiologist transcriptions
rather than Exa Dictation. You must install Exa Trans on the local workstation to use
this option.

Dictation (Web Trans): Opens Exa Dictation.

Other (Exa Trans/SDE): Opens Exa Trans with no Exa platform-based voice
recognition app (which can be faster).

Off (None): Does not open a voice recognition tool.

nVoq (Exa Trans): Opens Exa Trans with nVoq voice recognition.

Delay Load of Exa Trans

Delays loading of the Exa Trans transcription screen, to focus attention on images
before the transcription.

Exa Trans Font

Setsthe font used by Exa Trans.

Exa Trans Font Size

Sets the font size used by Exa Trans.

Default Time Increment

Sets the default time increment for time blocks in the schedule book.

3. Select SAVE.

Viewer settings
See Configure the viewer.

Local service settings
See Install and configure local cache.
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Use the worklist

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

Find preorders and studies

View series and images

View priors

Open a pop-up window for physicians and ordering facilities
Use the study toolbar buttons

Use the order toolbar buttons

About Linked Reporting

Link reports

Unlink a report
Authorize an exam

Unauthorize an exam

View authorization history

Update the worklist or viewer

About color highlighting on the worklist

About drawing attention to orders and studies
Use local cache

Find preorders and studies

You can find a study and open it to view or edit details.
Procedure

1. Onthe Worklist, select PRE ORDERS or ALL STUDIES.

Worklist
| PRE ORDERS
£ i CREATED DATE ; IMGS ELIGIBILITY
031672023 - 041420 all

[ # * ¥ 0318/2023 317 FPMPDT 0

[ »# # % 03/31/2023 10:26 AM EDTO

1 5 o ol ARS8 BLEEMT A

2. Inthe search bar, do one or both of the following:

e Inacolumn header (such as FACILITY), type or select one or more criteria and press Enter.
e Select a column header to sort the list.
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= Worklist
ALL STUDIES
( 5 FACILITY STATUS  STUDY
L)
MY COMPANY . !
] ® = E |
+ 20 £ % * @ i MyCompany m‘inml?ﬁ
el 2K % (7T *®@ i MyCompany Seheduled 03/17/3
3 S i ? |
= i b * @ § MyCompany Scheduled (03/17/]

3. Double-click a study in the list to open it for viewing or editing.

@ Note: Avoid opening studies while caching is in progress. You can see the caching status on the worklist:

In progress: Italics Cached (ready to open): Bold

Unread
i @ NE&78 Radio, Button

& @ TesABO Test, andrew ~tem CaChed
T @ TesBT0T Test it -gem N progress
o @) TesA1047 Test, Amy

@ G 82030788 RE3434 Re. Mg

See also:

Search syntax
View approved reports

View series and images

You can view series and images of any study in the worklist that includes them.
Procedure

1. InUser Settings, clear the Show Priors checkbox and select SAVE.
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User Settings

O show Row Number

[ show Priors

Show QC

B cbeowreonnlotod in Donding 1 ot

2. Inthe worklist, find a study containing images and select its expand + button.

17 * 0 H “ 1010/ 2008 1234 P EDT  Samapler, Jahn Sample Femur (L) AP Study

N

OO0 TR0 1200 AR EST

12292 100025 61 02,500,205 1220021 010.1: 23946 1012 CH Image Stee

ﬂ [
3 CTMOT TR0 1200 AM EST
4 01,00/ 1%00 12:00 AM EST
4 01071900 12:00 AM EST

3. Expand series rows by selecting the * putton.

4. Toview a thumbnail of an image, select the (] button.

Note: To view an image thumbnail, the status must be Incomplete or Unread.

5. Toopen series and images in the viewer, double-click the main study.

View priors
You can view the prior studies of any study in the worklist that includes them.
Procedure

1. InUser Settings, select the Show Priors checkbox and select SAVE.
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User Settings

O Show Row Number

Shaw Priors

B showac

2. Inthe worklist, find a study and select its expand + putton.

R o) N e e o e e e e e N T e
10 Sl B D o % O | Hirmilla Test Facility -I}1-'I:I‘2.'2{|2J 715 PM PST Emdrel, Emdref &
Warmilla Tesq Facdity -EI1.'I:I2.'232A TASPM PET e Emdral, Eredrel Tesl, Valeie A
péermilla Tesd Facility Sheckdn | 0631772023 1200 PM POT Test, Valare &t
marmilla Test Facdity - 20672023 12:00 AM FST Test, Valkerne 5
Marmilla Tiest Facdity ?ﬂ-ﬂﬂ; C2/05/2023 700 PM PST ] E['UF.S- . Test, viaberia Fa
= ouble-click to open
Hirmilla Test Facdity 01/31/2023 415 PM PST Test, Wakarie CR
el Tesd Facdity 01/31/2023 400 PM PST Test, Viaterke CR
Marmilla Test Facaity 01/31/2023 300 PM PST Tesst, iaere CR

Result: The priors appear in rows below the study row.

See also:

View approved reports

View recent studies

You can view a worklist filter containing the 25 studies that were most recently opened in the viewer. This makes it easy
to find studies you viewed recently and want to reopen. Most standard worklist functions are available to you on the
Recent Studies tab, but see "Details" below for exceptions.

Procedure

1. InUser Settings, select the Show Recent Studies checkbox and select SAVE.

E# Show QU
Bl Show Completed in Pending Li
Show Orders Tab

O Auto-Open New Order

| M 5ignOnen Annaintresnt Canficen
2. Inthe worklist, select the RECENT STUDIES worklist filter.
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= Worklist

RECENT STUDIES
4 A STATUS ETL
O =2%xB8 =8 s @ ¢
+ a0 =2%xE =0 g @ i 202

Details

The Recent Studies tab works like the All Studies tab except:

e Youcan'tsort it (it's automatically sorted in first-in-first-out (FIFO) order by date/time of viewing).

e  Priors opened during a viewer session do not appear on this tab, but priors originally opened from the worklist do.
e Stat level has no effect on the sorting of the list.

e The program creates a unigue recent studies tab for each user.

¢ If you open a study from the worklist more than once, only one entry appears on the recent studies tab.

Open a pop-up window for physicians and ordering facilities

From the worklist, you can open a pop-up window to display the contact information of a study's physician or ordering
facility.

Procedure

1. Onthe Worklist, in the REFERRING PHY SICIAN or ORDERING FACILITY column, select the doctor & symbol.

+ 4 &k L * @ § MyCompany W.ﬂ-m:nz: TA5 PM EDT e, Sni

w & £ W % LT * @ ! WyCompay Sechduled | 01517/ 2023 6:25 FM EOT Emdred_ Ermairef & St 50
+ 4@ P % 1T w i F Wy Corngarry Seheduled I:BJ'D'.I'.EI‘E.BCIJPHEE!' Mm_.u. Fcfenmg froveder Lal

i o P R M'fjl.,7__3¢23555p- r-!_n:{n-_-qri'r_q ProidersLisl 'N.
+ 8.0 2k % o @ P Wy Comgary gm 03172023 545 F) ;;ﬁ'fl{q":;d:\:w 70 Eact [
b 0 LT k@ P My Cempany Bchedile 02172023525 P Fax No. thar
+ B0 il % 0 @ [ WyGompay Schmduled | 03172025 455 FMEDT Ve Esthar
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Use the study toolbar buttons

Each study on the ALL STUDIES tab or corresponding user filters of the worklist has its own toolbar on the left side of the

study row. Depending on the properties of the study, one or more of the following tools are available.

+ /™ | Expand/Collapse Expands or collapses the study row to show or hide seriesor priors.

Prior Select to display a list of prior studiesin a customfilter.

n Checkbox Select to select the study for further processing by subsequent commands.

DICOM Viewer Open the study in the Exa PACS viewer. This button is only available for studies that
containimages. If the button isred, some images in the study have not yet gone through
the QC2LIVE process.

Opal Viewer Open the study in the Exa Client viewer (see Install Exa Client Viewer). Available for
studies that contain images.

Edit Opens the study for editing in the Edit Study screen.

VIP If solid green, the study is for a VIP. Users with rights can change the VIP statusin the

patient chart.

View Transcription

Opens the dictation and transcription editor.

Multipanel Opens the study in the multipanel, an operating panel for working with dictation,
transcription, documents, notes, and other information. See Exa Dictation and
transcription with Web Trans.

Approved Report Opens approved reports of the study.

Linked Studies

Opens the Link Studies dialog where you can link approved reports. See About Linked
Reporting.

External app.

Opens the current study in an external application if configured. See Configure opening
of a third-party program.

Unread DICOMs

Select toview unread images. In the Unread DICOMs dialog, select MARK AS READ, or
OPEN IN VIEWER to read the imagesin the Exa PACS/RIS viewer.

Authorization

US only. Opens the manual authorization screen. See Authorize an exam.

DE B EHB D =NO

Notes Opens a screen for entering and viewing notes related to patient, study, schedule, and
reason for study, and for updating the call log. The button turns blue if study notes are
available.

n Study menu Displays the study shortcut menu (you can also right-click anywhere on the study row
to display the shortcut menu).
See also:

Work with the Exa PACS/RIS viewer

Edit study screen

Dictation and transcription with WebTrans
Worklist shortcut menus
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Use the order toolbar buttons

Each order on the PRE ORDER tab or corresponding user filters of the worklist has its own toolbar on the left side of the
order row. Depending on the properties of the order, one or more of the following tools are available.

Select Select to select the order for deletion.
& | Edit Select to open the order in the Edit Order screen.
H VIP If solid green, the study is conducted on a VIP.
* Authorization USonly. Select to authorize the order. See Authorize an exam.

About Linked Reporting

With Linked Reporting, radiologists can save time by dictating multiple related studies into a single report. When the
report is approved, all of the linked studies move to the Approved status automatically. When you open an approved
report or addendum from any of the linked studies (studies 1, 2, or 3 in the figure below), you see the same combined
report so that all information is available to you regardless of the study or report you open.

Linking reports also links the studies containing those reports, so that all studies follow the main study in terms of stat
levels, study statuses, and report approval statuses. For example, if the main report moves to the Dictated status, so do
its linked reports. If you later decide to unlink a report, those statuses revert to their previous states (with exceptions, see
Details on Linked Reporting).

Main study and Main report:

Report 1

Linked studies and Study 2 Study 3
Linked reports: Report 2 Report 3

Once linked, Reports 1, 2, and 3 become one combined report

Note

e You can link reports any time before approval.

e You can unlink reports at any time.

e You cannot link a report that is already approved.

¢ Ifanaddendum is added to a linked report, it applies to all linked studies, and is available for viewing from
any linked study.
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What do linked reports look like?

Based on the merge fields you include in your report templates, Exa PACS/RIS automatically fills the header with
information about the main report and its linked reports. (Due to space constraints, some fields only display
information from the main report, such as the referring physician.)

The body of the report contains the radiologist's findings for the main study and all linked studies.

Approved reports always appear based on the transcription template of the main study, even if the linked studies
originally used different transcription templates.

An example of a linked report:

Accession numbers E E XQ

of linked studies

Patient Name: N Referring Physician: Reicher, Joshua M.D.

Date of Birth: 04 FPhone: (650)493-5000

Patient 1D: MNC1577 Fax: (919)589-5574

Study Date: 07-Feb-2023 2:00 Accession: 5629,5630,5631 |
PM,02/07/2023

i ¥R Ribs, 2 Views (Left),XR Thoracic Spine, 2 Views,XR Lumbar Spine, 2-3 View

Indications: Left rib pain radiating to mid and lewer back. No known trauma. l‘

Study descriptions of
Comparisons: None awvailable at time of repod. hinked studies
Technique: Two-view radiographs of the left nbs, thoracic spine and lumbar spine obtained in the AF and
laterad position
Findings:

Left nbs: Multiple radiographic views of the nbs fail to reveal evdence for displaced fracture, dislocation or
focal soft tissue pathology. Images are less than ideal and if there is further concem a bone scan might be
considered,

Thoracic spine; No eadence for acute fracture, dislocation or focal soft issue abnormality, There is diffuse
thoracic disc degeneration and spondylosis.

Lumbar spine: There is difuse degenerative disc disease without evdence for fracture or dislocation. There
is lumbar scoliosis,

Impressions:

1. Diffuse thoracic disc degeneration and spondylosis.

2. Difuse degenerative disc disease with levoscoliosis in the lumbar spine

3. No evidence of a displaced fracture in the left nbs. Recommend a bone scan for follow up.
4. Mo acute fracture in the lumbar or thoracic spene.
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Link reports

To link reports:

Prerequisite: Obtain the Link Report right from your administrator.

Procedure

1. Onthe worklist, find a study that is available for linking, and select the gray Iink button.

_— Gray: Available for linking
-"-.d--d-'--
+ 80 28 % (O W @ ! Scheduled 02/23/2023 12:30 AM EST
+ B S xBE # ® %|C * D i -DZJ'IDIQDZE’I:AEEAMF'ST
‘-\-\-\:"-\.
H\""‘--\. - : -
~ Blue: Linked, available for unlinking

2. Inthe Link Studies dialog, select the studies whose reports you want to link to the main report.

Link Studies: Test, Eric (Acc#TesE1077), 20000101, M, 023Y

3D RNDR I1&R CT MRI US/OTH X REQ POSTPCX

Study Date: 2023003,06 Accpsxicn ko 1183 Facility: Mir=illa Taxt Facility

Wodality: LIS Rafarning Physician: Tesd, Refering

Select studies to link ar unlink for Reparting:

O sule=t a3
STUDY STATLES MODALITY STUDY DESCRITTION STLICY BT ACCISSKIN NG REPERNING PHYSCIAN FACILITY
Ethiduled us L0 WELOG METRY FTL MDOLE CERE &RT LTI
Scheduled us [P ECHAO FTL PLSD SPECTRAL DISPLAY REFEAT 57D 20230004
Test, Rederring
Scheduled s -3D RMOA ISR OT MRI ESAOTH X PEETPCX BTN 11g
= i3 § 2217 U5 Highway 70 East :lr
TR s arifla Cosm
Faoe Mo CTAEMEA 5451

Mo MPS numbeas/Froaader alert ¢4

3. Optional: Click the physician @ symbol to display details, and click the physician's name in the pop-up window
to edit properties.

4. Select SAVE.
Result: The reports and studies are linked.

See also:

About Linked Reporting
Unlink a report
View approved reports
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Details on Linked Reporting

Unlink a report

To unlink a report:

Prerequisite: Obtain the Unlink Report right from your administrator.

Procedure

1. Inthe worklist, find a main or linked study (studies with the blue Linked Studies button), and select the
button.

Result: Whether you chose a main or linked study, the Link Studies dialog opens with the main study shown at
the top with its linked studies listed below it.

2. Inthe Link Studies dialog, clear the checkboxes of the studies whose reports you want to unlink from the main
report.

3. Select SAVE.

See also:

About Linked Reporting
Link reports
Details on Linked Reporting

Authorize an exam

To authorize an exam means to obtain insurance authorization. When you configure authorization rules (see Add
authorization rules) Exa PACS/RIS automatically labels exams on the worklist with these "authorization stars” that
indicate the study's authorization status.

* (Black) No authorization needed.
‘ﬁ? (Blank) None. No authorization rule applies.
* (Light red) Denied authorization.
w (Dark red) Authorization needed
(Orange) Reauthorization needed.
(Yellow) Pending authorization.

w (Green) Authorized.
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When you receive an authorization number from the insurance provider you can authorize the study, either from the
worklist or from the Edit Study screen. When doing so, you specify under which insurance policy the exam was authorized
by selecting the insurance level (primary, secondary, or tertiary insurance policy).

Authorize from the worklist

1. Onthe worklist study row, select the dark red w orange oryellow " star.

am o ot E‘_-) i Schedubed 123432

Result: The Manual Authorization screen opens to the CURRENT AUTHORIZATION tab.

Manual Authorization

HISTORICAL AUTHOREZATION

CURRENT AUTHORIZATION

Insurance Provider (Primary): AETHA HEALTH FLAM

Status Authorization Mo, Code  Description Effective Date  ExprationDate  MNotes

# W HNeed Authorzation 72191 CT ANGIHIGRAPHY FELVIS WICONTRAST/MONCONTRAST

Need duthasizatzn FRI92  CT PELVES C-MATRL

Insurance Provider {hcundary:l ABSOLUTE TOTAL CARE

SHatus tathorization Na,  Cede Dascription Effective Date  ExpirationDate  Nales
# W Need Aulherization T2191 T ANGHIGRAPHY PELYIS WICONTRASTMOMCONTRAST
# % Heed Authorization 72192 CT PELVES C-MIATRL

2. Selectthe edit button of a study to authorize, and then enter the following settings.
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Manual Authorization
Basiruiics Nairs CPT Cada Dusciiplion
BetraTae] 7219 CT ANGICGRAPHY FELWVIS
W CONTRAST/MONCONTRAST
Addreas Phaone No Fax Ne.
PO BN 25519 [BFEE2-5553
RICHROMD, V& Z3280
SHabug Mped Sushonzation W Exgieatiom Dats ]
Aishanization Mo Effestine Date il
Halesral Murmlber lictiz= Dals i)
Motes Aceidant Dals i)
Aexident Type O Emplayment O 2uss Accident
O] Other Accident
Hoagan Accident Sabe
Status Select the new status.
Authorization No. When authorized, type the authorization number.
Referral Number Type the referral number of the study needing authorization.
Notes/Reason Type notes and reasons for the study needing authorization.
Expiration / Effective / Issue Date Select authorization dates.
Accident Date Select the date of the accident, ifapplicable.
Accident Type Select the type of accident.
Accident State Select the state or province in which the accident occurred.

3. Optional. Select Eligibility/Estimation, and then verify eligibility and estimate insurance coverage. See Verify

eligibility of preorders and studies with PokitDok and Verify eligibility and estimate coverage with Exa Clear.
(Available with Eligibility rights.)

4. Select SAVE.

Authorize from the Edit Study screen
1. Go to Worklist > Edit Study screen > INSURANCE PROFILE.
2. Open the insurance level to authorize, edit the Authorization, and then enter the settings as needed.

3. Select SAVE.
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What if an authorized exam changes before the appointment?

If you need to make certain changes to an exam, Exa PACS/RIS helps you manage its authorizations. See the
following topics.

About changing appointment types
Change an authorized appointment
Reschedule an appointment

Authorize from the Edit Order screen
1. On the worklist, open the study or order to authorize in the Edit Study screen.
2. Onthe EXAM INFORMATION tab, select the ORDER sub-tab.
3. Atthe bottom of the screen, select the order's authorization star.
4. Authorize the order as described earlier in "Authorize from the worklist."
See also:

What are authorization, verification, and estimation?

Add authorization rules
View authorization history

Unauthorize an exam

If a previously authorized exam is no longer authorized, you can unauthorize the exam by deleting the original
authorization.

Procedure

1. Inthe worklist, find an authorized study (green star*), and then select the star.

iy
2. Inthe Manual Authorization dialog, select the edit button of the exam to unauthorize, and then select
DELETE.

See also:

What are authorization. verification. and estimation?

Authorize an exam

View authorization history

You can view a list of all authorization changes made to an exam.

1. Inthe worklist, select the authorization star (such as the green star*) of a study.

2. Inthe Manual Authorization dialog, select the HISTORICAL AUTHORIZATION tab.
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Manual Authorization

[ m
HISTORICAL AUTHORIZATION

ETATUE AUTHORIZATION MC CODE DESCREFTION IMELRRANCE PROVIDER LEVEL KOTES

CURRENT AUTHORIZATION

&% n  Reauthorization Wesded JRT TEEID DOF VELOCIMETRY FTL UMBILICAL A ABSOLUTE TOTAL CARE - Delated Primary

3. Optional: To view details of an authorization change in the list, select its edit. button.
See also:

Authorize an exam
Unauthorize an exam

Update the worklist or viewer

After performing tasks that modify studies it may be necessary to update the worklist or viewer to show changes.

e To update the worklist or viewer, select F5.

About color highlighting on the worklist

When the globe 2 button for studies on the worklist is highlighted, this indicates the caching status as follows.
-l Caching completed

Caching in progress

-l Some images could not be cached

About drawing attention to orders and studies

There are several methods to draw attention to orders and studies that are of special consideration. The following gives a
general description of the available options.

STAT level The medical urgency. Setting a stat level places the study at the top of the worklist. You can edit
stat levels and descriptions, and add new ones. Stat levels drive workflows.

TAT The turnaround time. Studies that are near or beyond the TAT are flagged in red and appear at the
top of aradiologist’s unread studies worklist.
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Priority By default you can set the priority to High, Medium, and Low, but you can edit these and add more
options. Priority is primarily used to sort the worklist (on the Priority column).

Critical findings Medical findings that you can customize. In Exa Trans, you can select critical findingsin a list to
send notification to the referring physician. You can filter the worklist by critical findings.

Flag With flags you can mark a study with a customized description that can serve as a filter. You can
only assign one flag per study.

See also:

Change the stat level of an order or study
Assign critical findings to an order or study
Flag an order or study

Change the priority of an order

Use local cache

A local cache is a dedicated area on a workstation or server to temporarily store Opal and DICOM studies. Copies of
studies are sent from the modality or forwarder to the local cache on the workstation and to the image server in advance
for faster subsequent viewing. This can be helpful for large studies, or if your Internet connection is experiencing delays.
When the radiologist opens a study that was cached, the cached copy opens instead of the copy on the server. Also note
the following:

e Stat studies are cached before non-Stat studies, higher levels before lower levels.

e If the Stat level changes after adding to local cache, the change does not affect the order of caching.

e For studies with priors, the status does not appear as Study Complete until the original study and all priors
are cached.

@ Prerequisite: Install and configure local cache.

Perform a server prefetch

You can manually initiate a server prefetch from the worklist, whereby the server decompresses a study and copies it
to a “local” cache on the server. If large studies will be opened in the near future, you can perform a server prefetch
of those studies for faster loading.

1. Onaworklist study shortcut menu, select Images > Server Prefetch.

+ AgE =D i My campany
+ g My Company
4 O Hirmilla Test Facility
+ 8 ® 27 & e i Mirmilla Test Facility
+ BO% &2 Actions B e i
S . . [ :r.r:.:;-:-: B Server Prefench

o DICOM Send L'l. RHE'..E.!.F:-

500-000883A 237



Exa® PACS/RIS 1.4.33_P5 User's Manual exXQ-PLATFORM

Prefetch studies to your local cache
You can manually prefetch studies “on demand.”
1. Onaworklist study shortcut menu, select Images > Add to My Local Cache.

Result: The server queues the images for sending.

Prefetch studies to other local caches

1. Onthe worklist, select the ALL STUDIES tab.

2. Onaworklist study shortcut menu, select Images > Send to Local Cache.

3. Inthe Local Cache screen, in the list of available caches, select to the left of one or more destination caches.
4. Do one of the following.

e To send to the selected caches, select LOCAL CACHE SELECTED.
e Tosendtoall caches, select LOCAL CACHE ALL.

Auto-route studies to local cache

You can create a routing rule to send studies that satisfy criteria to your local cache. Complete the following
procedures:

e  Configure an application entity for your local cache.
e Configure a routing rule for type LOCAL_CACHE, and select the AE title you created.
Use an on call worklist filter to locally cache studies
You can configure a worklist filter that sends matching studies to local cache.
1. Create a user worklist filter.
2. InUser Settings, in the Default Filter (Local Cache) dropdown list, select the worklist filter.
3. Select SAVE.
4. Onyour computer, in a text editor, open the localCache.cfq file, located at the following path by default:
C:\Viztek\exa\cfg\localCache.cfg
5. Find the line for “oncall_enabled” and set it as follows:
“oncal | _enabl ed”: "true",

6. Save and close the file.
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PACS Actions menu

The PACS Actions menu on the worklist provides top-level access to common functions.

New Study

Walk-In Appointment
CD Burn

Compare Study
Merge/Split

Import Images
Furge &ll Deleted

Export Worklist

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

Create a new study

Schedule walk-ins

Burn studies, series. or images to media
Compare studies

Merge or split studies

Import DICOM images

Purge all deleted

Export the worklist

Create a new study

A common way to create a hew study or create a new order (or to "enter a new study" or "enter a new order") is to start
from the schedule book by following the steps in A typical scheduling workflow. You can also jump into this workflow from
the worklist:

1. Onthe PACS Actions menu, select NEW STUDY.

2. Follow the steps in Set up a patient and subsequent topics.

See also:
Schedule an unscheduled order
Schedule a walk-in appointment
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Schedule walk-ins
See Schedule a walk-in appointment.

Burn studies, series, or images to media

You can burn studies to a removable disc (such as a CD or DVD) or save them to a hard disk for sharing with other
facilities, physicians, or patients. To burn images and series, see later in this topic.

Note: Key image references are visible when opening the media at other sites, and when viewing in the Exa Client
Viewer or Opal Light.

Prerequisite: Install Opal tools and Install Exa Client Viewer.

Burn studies
1. Place adisc in the drive.
2. Inthe worklist, select studies whose combined size does not exceed the capacity of the disc.

3. Onthe PACS Actions menu, select CD Burn.
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3 Exa Burnerv23.6.172 - 'Y
~Study List
PID [ ame [ paTE [T
AXIA-2263081 Maynard “Malinda ~P 2023-Apr-27 15:38:33 3

Optians Dieive [ Media

[¥] tndude viewer Compression (& Write to Hard Drive O Burn To Disc

[J Cothe B |3PEG 2000 Lossiess v Path: | ]
O Anonymize DICOMS Report B4 Eiect When Finishe

[lFssdtemo |Dotiotstore | Chise Mtk

[] Create Annotations Overay

[ remove Annotations
[[] Force S0P Class 1D For All Files

| Current Step Progress: 0% Il

Total Progress: 0%

CLOSE

4. Inthe Exa Burner dialog, enter the following settings as needed.

Include Viewer

Select to burn a viewer program onto the disc alongwith the items. Required for
viewing off site.

Cache Images

Select to keepitemsin the Viewer cache folder (and not remove them after
burning).

Anonymize DICOMs

Select to remove identifying patient demographics.

Fix Split BTO

Select to combine multi-frame mammogramsinto a single DICOM file.

Create Annotations Overlay

Select to convert annotations to an overlay and include them with the images.

Remove Annotations

Select to omit annotations from the burned items.

Force SOP Class ID for All Files

Select to set the Modality tag (0008, 0060) to the value in the DICOM file's SOP
ClassID.

Compression

Select a compression algorithm.

Report Select areport storing method.
Write to Hard Drive Select whether to write to the hard disc or removable disc.
Burnto Disc
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Path Select the ellipsis button and then browse for and select a destination drive
and/or path.

Eject When Finished Select to eject the disc after burning.

Close Media Select tofinalize the media after burning so that it is no longer available for
writing.

5. Select START.

Note: If the connection is interrupted, burning will automatically resume when the connection is re-
established.

6. Optional. After burning, test the results by opening an image from the disc using the included viewer.
Burnimages and series

Use this procedure to burn individual images and/or series.

1. InUser Settings, clear the Show Priors checkbox.

User Settings

O Show Row Number

= =
Show Priors |
|

ey

o

O
Show QC

B ot rorrnletodin Dendina B i

2. Onthe worklist, find images or series to burn by expanding the study row nodes and image preview buttons.

98 10,10/ 2008 1234 PM EDT  Samgler, Jahn Sample Femur (L) &P Study

2 OO TR0 12:400 AR EST

12392, 200034, 51 07.500,305.1 22005101 0.123946 1012 CH Image Stoc

OQT 1900 1200 AM EST

4 017001900 12:00 &M EST

4 0101900 1200 &AM EST

F

3. Select the checkboxes of the images and series.

4. Onthe PACS Actions menu, select CD Burn.
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Compare studies

You can open two studies of the same patient in separate viewer screens for purposes of comparison.

Prerequisite: Configure two or more monitors (see Set up connected displays).

Procedure

1. InViewer Settings, clear the Single Instance Mode checkbox.

Viewer Settings

Other Toolbar

GENERAL

':_] Ak an Close

INTERFACE

O Single Instance Mode

MODALITY [0 skip Frames in Cine to Malntain Playback Speed

2. Inthe worklist, select two DICOM studies of the same patient to compare.

+ B9 =g HDODY% o L *  Nimmilla Test Facility

+E.|%,:?#Em|3%t.' & @ 1 Nirnilla Test Facility
+ B0 = FhE HA % O * @ ! Wirmilla Test Facility
-I'E!"&rlilmﬁ o ® @ § Nimilla Test Facility

A 0% * 2% E W\ % O & @ ! Nimilla Test Facility

3. Onthe PACS Actions menu, select Compare Study.

Result: The two studies open in the Exa PACS/RIS viewer.

Merge or split studies

In Exa PACS/RIS, merge and split refer to a category of operations in which you move series and images from one study to
another. Additionally, split refers to moving images from a study with an incorrect accession number to the correct order.
There are many ways to perform merge/split operations, but the following procedures are useful examples. Moving all
series and images out of a study deletes the study. As an alternative to merging studies, see Add alternate account

numbers to a patient chart.

Move or copy a series from one study to another study

1. Inthe worklist, select two different studies that contain series.

500-000883A 243



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

FEOU g RN ED % ® U @ Wil Tes Faciny

& @ i Nirmilla Test Facility

+
i)
=]
#
-3
%
[E=]

B
]
&#
(=

+ A0 =B B2 % O & @ P Wirnilla Test Facility

* @ 1 wimilla Test Facility

+
(]
[s]
B
S
*
=
]
(]
Ll

+ A OF » 2w E m % O & D i Mimnilla Test Facility

2. Onthe PACS Actions menu, select Merge/Split.

3. Select the button to choose Move Selected or Copy Selected mode.

== Tpae

4. inthe Merge/Split From column, select the plus sign of the first study (the one on top) to reveal its series.

Merge/Split Study Merge/Split Study

5. Drag the series onto the second study (the one on the lower-right) in the Merge/Split To column.

Mame: Test, Tom{fccl#: TesTI02 Accessicn Mo 117 __
= Sludy: ANGRPH ADRMNL BI SLCTV Referring Physician: Test, Referri g
Ho. of Seden: 1 o, of Inatances: 1

Description: I Card Modality Mindality

+ """ ';-"' ! SR RER e e gt Doscngtion: ID Card
i No. of Ingihey jgge UT: ¢ - J? Mo. of Instances: 1 Seres DT: 0171920

Mame: Tast, Tndl:.imﬂ! TesT1004 Accession Mo 120 —
+  Study DOP ECHO FTL SPECTRAL Referring Physician: Test, Referr g
M. of Sesies: 1 He. of Instances: 1

I% Note: As you drag over the second study, it turns green to indicate when you can release the mouse
button.

6. Select SAVE CHANGES.

Move or copy all images in one series to a series in another study
1. Inthe Merge/Split To column, select the plus sign of a study to reveal its series.
2. Drag a series in the left column onto a series in the right column.

3. Select SAVE CHANGES.

Other moves or copies

In the same manner, you can expand nodes and move or copy any study, series, or image to another study or

series.
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Splitimages into their correct order

1. Inthe Merge/Split Study screen, select SELECT ORDER.

Merge/Split Study

Mowve Salected
Merge/Split From Merge/Split To
Mame: Test, Tom(Acc#: TesT102 Accession Ne.: 117 = |I Name: Test, Tom{Acc#: TesT102]

2. Find the correct RIS order, and then select its SELECT button.

Merge/Split Study

RIS Orders

STUDY DATE

PATIEMNT MAME STUDY DESCRIPTI ACCESSION NO.  ACCOUNT N
03/17/2023 4:00 PTest, Valerie 01/01/2000 CTABD & PELVIS V1371 Tes\V1001

£2/17/2023 5:10 P Test, Andraw 01/01,/2000 DOP VELOCIMETH 1370 TesAB3

m 03/17/2023 5:00 PTest, Andraw 01/01,/2000 BOME AGE STUDME 1369 TesAB3

3. Dragthe images to the correct order, and then select SAVE CHANGES.

Add a new series to a study

1. Inthe Merge/Split To column, select the new series = button.

Note: The new series is added to the bottom of the list.

2. Onthe new series row, select the edit # putton.

3. Inthe Edit Study Info. dialog, type a description and then select the EDIT button.

Note: You can move series or images into the new series.
4. Select SAVE CHANGES.

Clone a study

1. Inthe Merge/Split From column, select the Clone Study O button.
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Note: You can move series or images into or out of the new study.

2. Select SAVE CHANGES.

See also:

Add studies to the merge queue

About the PID, MRN, and account numbers

Import DICOM images

You can import DICOM images from an outside source to a study in Exa PACS/RIS.

@ Prerequisites:

o Install Opal tools.
o [f the study originates from a facility associated with the OPALIMPORT or EXAIMP* AE Titles, obtain access.

Procedure
1. Inthe worklist, select a destination study for the imported images.
2. Onthe PACS Actions menu, select Import Images.
3. Inthe pop-up window, select Open Opal Import.

4. InOpallmport, select Select Files/Folder or DICOMDIR to Import.

* - poft v & Qpen
| 2.4.5.186 Bullz Jun B 2021 19:35:33 Lack jn: | Images j & B =¥ E-
Selact FlasFoider o BICOMON tn Imoort ik pecary
|
Do
[ D= Kl Comprass (] Overvibe [ Enatsa Dt Exdt Seript | = Décom.png
Ocpsiomony [ Seawe Defore Broode: 12|
] 1sclate Pais [#] Moy Demographics Libearies:
MasFis [ Import Hemod [Opal wfer El| li
Py Sire Thes FC.
[ stryker Production Mods: @
[ stryker oF DATA Mode :
O Strvker 21P dechove Sode
[ Stk Ivage Fues
O scomegs Mode ’
1 Fuj Symapsts Mode Open Fie List || Save Ple st
[ (1 FlesFoidars Selacted for Import Bem rame: [ ﬁ_

5. Inthe Open dialog, browse for and select files to import, and then select Open.

6. InOpallmport, configure the settings in the following table.

Note: This is a partial list. Other settings are self-explanatory or generally unused.
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Do Not Compress Select to store in DICOM Little Endian format.
Clear to compressin DICOM JPEG200 Lossless format.

Overwrite Select toreplace any existing instances of the studies.
Opal DB Only Select toimport DICOM data only (no images).
Save before Encode For troubleshooting purposes: Select to place the imagesin a folder on the server,

and not update the database.

Isolate Fails Select to place files that could not be imported into a separate folder.
Modify Demographics Select to reconcile demographics before import.

Max Files Type a maximum number of files to import.

Max Size Type a maximum data size to import.

7. SelectImport.

8. Optional. If you selected the Modify Demographics checkbox, the Modify/Confirm Demographics dialog
appears. Under New Info, do one of the following.

e Edit the demographics and then select MODIFY.
e Confirm that the demographics are correct, and then select USE CURRENT.

9. Select Exit.

Purge all deleted
See Undelete or purge a deleted study.

Export the worklist

You can export the worklist to a CSV file.
Procedure

1. Onthe PACS Actions menu, select Export Worklist.

Export Worklist

File Name

Worklist

gl Include Timestamp

B8 Include Filter Mame [
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2. Inthe Export Worklist dialog:

e Optional: In the Filename box, edit the default file name.
¢ Modify the name of the exported file by selecting or clearing the Include Timestamp and Include Filter
Name checkboxes.

3. Select the Export button.
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Worklist shortcut menus
Exa PACS/RIS and Symmetry PACS have a study shortcut menu for studies in the Unread and later statuses. Additionally,

Exa PACS/RIS has an order shortcut menu for PRE ORDERS and studies in the Ordered status. You open shortcut menus
by right-clicking anywhere on a study row. The tasks you can perform by using each shortcut menu are described in the
topics in this section. Note that the commands available on the shortcut menus vary depending on the order or study
status and other factors.

Caution: Any errors in patient and study information resulting from incorrectly performing the procedures in this
section can result in problems with data integrity. Take care to ensure that entered and imported data is correct.

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

Schedule an unscheduled order

Edit an existing order

Manually verify or clear eligibility of orders
Change the priority of an order or study
Assign critical findings to an order or study
Flag an order or study

Change the stat level of an order or study
Delete an order

Require document review

Modify or reset the order authorization days
Assign a study to users

Add studies to the merge queue

Create a teaching study

Reset a study

Delete a study

Download approved reports

Undelete or purge a deleted study

Copy the API URL

Reset a stack

Lock and unlock a study

Edit or view a patient, study, or order
Change the study status

DICOM-send studies, series, or images
Send an approved report via Opal

Send an approved report in a fax or email
View and export audit log entries

About linking patients

Link patients

Attach (upload, scan) non-DICOM documents
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Attach (upload, scan) DICOM documents
Open the call lo

Schedule an unscheduled order

If you previously entered an order (or a study with a status of “Ordered”) without scheduling it, you can schedule it from

the worklist.
Procedure

1. Worklist > right-click an order > Schedule Appointment.

| a Ordered
:I B schedule Appointment I. I
hﬂmﬁﬂaﬂ o1
Bi EditOrder _
B Exam Scheduled 02/
¥ Actions -CIL’
O stat ——
) ?dfﬂlﬂﬂd 02y
&  Priority | :
Scheduled 02
X Attach Files oo
B Leg ischeduled 01/
. Calllog o

Note: If messages appear, refer to related topics in this manual.

Result: The modified Find Slots screen appears. (For a full discussion of the Find Slots feature, see Use the Find

Slots feature).
Test, Heather - 12/31/1999 - TesH1079, F, 23Y
; LIPDATE ORDER
Déstame fooms Patiend  Pabierd DIP Code  Patient 2IP Plus  Patlent Time 2ore Carrier Appointments
0 - =np, Tir . & Easter Calpot canrior = "’J‘_'
W e TR : HErEastamn : 20230222 T-55 AM- 10 AM US/Esctem
Appointmmant Typs Faciliy FMuodality Raom A Angle
DR IGRCT MRITUS.  * 2 SELECTED = MOME SELECTED = TETR0 ANGRPH ARVEN SHUNT PoE|
1.0 @15
Ceate Start Tima End Time Ak PR
= 740 A o 1eapK | 19 @@ Panding XA
[rays of B Week Erkdsans Tk phs
e s 20 RNOR 158 CT MRI US/OTH REQ POSTRCX
00000060 © & om
Mo Slots Fourd Alertz
Tast, Reforring
Ho MNP neamben Provider alart 01

2. Filter available timeslots by entering the following criteria.
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3.

Distance from Patient

eXQ-PLATFORM

Type the patient’s ZIP code (see next row), and then select a distance. Timeslots
are shown only at facilities within the distance from the patient that you select.

Patient ZIP Code
(Postal Code and ZIP Plus)

Type the patient’s ZIP code, postal code, and/or ZIP Plus to make the Distance
from Patient filter available.

Carrier

Select the patient's insurance carrier.

Appointment Type

Shows the first appointment type in the order (read-only).

Facility

Select one or more facilities where the exam could be performed.

Modality Room

Select one or more modality rooms where the exam could be performed.

Date Select to only show timeslots falling within a date range.
Start/End Time Select to only show timeslots starting within a time range.
AM/PM Select one or both to limit your search to daytime or nighttime.
Days of the Week Select one or more days that the patient is available.

Additional Time

Select if the examrequires more time than the standard duration.

Select a timeslot in the list, and then select UPDATE ORDER.

See also:

A typical scheduling workflow
Schedule appointments back to back

Edit an existing order
You can edit a previously entered order from the worklist.
Procedure

1. Worklist > right-click an order > Edit Order.

P ———— | Ordered i
B} schedule Appointment S el
1 1 Scheduled 01/
Edit Drder |
B Exam
Actions
L Stal
=  Priority
Scheduled 027
X, Attach Files
B Lo Scheduled 01/
L Callleg Scheduled 01/

2. Edit the order and then select SAVE.
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Note: For details, see Edit order information.

Manually verify or clear eligibility of orders

If you determine that an order, preorder, or study on the worklist satisfies payment provider eligibility requirements, you
can mark it as Eligible (with a green check mark) on the worklist. If a study was previously manually verified, you can clear
the Eligible status. Verifying or clearing does not affect the eligibility status in other parts of the program. To view the
eligibility status, display the Eligibility column.

Prerequisite: Obtain Eligibility rights.

Procedure
1. Optional. In User Settings, display the Eligibility column.

2. Worklist > right-click an order > Manually Verify Eligibility.

. N =
B Schedule Appoimtment
Scheduled ' 01/28/202% 6200 AM EST
Edirt Order
B Exam Sebaduiled 02/16/202% £:45 AM EST
I ¥ Actions ] M Flag a7
O stm ! Crtical Findings !
% Priarity @ Manually Verify Eligibility
X Aftach Filex B Modify suthorzation Days
B Log 51 Resetawthorization Deys T
% callLog & Copy &Pl URL -

To clear the eligibility status, select Remove Manual Eligibility Verification.

3. Optional. In the Eligibility column, confirm that the green checkbox appears or disappears.

{ ELIGIERITY

4l -

+ 20 o w7 P

See also:
What are authorization, verification, and estimation?

Verify eligibility of preorders and studies with PokitDok

Verify eligibility and estimate coverage with Exa Clear
Configure worklist columns
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Change the priority of an order or study

You can set the priority of an order.

Procedure

1. Worklist > right-click an order or study > Priority.

L R

i
=

Schedule Appointment
Edit Order

Exam

Actions

Stat

Pricrity

[l

Attach Files

Log

Call Log

||fﬂ

m O1/28,/2023 6:00 AM

.
Echeduled N 02/16,/2023 £:45 AM)

Q201/2023 12:00 AN

=il

T
High

W
hdiclinam
Low L

ed | 01/28/2023 3:00 FM

2. Selecta priority.

See also:

About drawing attention to orders and studies

Assign critical findings to an order or study

You can assign critical findings to an order or study (for example, “Acute Positive”).

Prerequisite: Configure critical findings. See Reason codes.

Procedure

1. Worklist > right-click an order or study > Actions > Critical Findings.
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] B3 Scheduls Appointment
B EditOrder 01,28/ 2023 6:00 AM EST
B Exam 02/16/2023 6:45 &AM EST
i Y Actions ™ Flag 57

0 stat v critical Findings !
¥ Priority &  Manually Verify Eligibility

2 Attach Files B modify Authorization Days

H Log = Reset Authorization Days T
t. caliLeg & Copy &PIURL T

—Y

2. Inthe sub-menu, select a finding.
See also:

About drawing attention to orders and studies

Flag an order or study

You can flag an order or study in the worklist as being of special consideration. You can only apply one flag to an order.
After flagging orders or studies, you can filter the worklist by those flags.

@ Prerequisite: Create a study flag

Procedure

1. Worklist > right-click an order or study > Actions > Flag.

] B Schedule Appointment
B Editorder 01/28/2023 5:00 AM EST
& Exam 02/16/2023 6:45 AM EST
i Y Actions Flag 5T
0O stat ! Critical Findings !
¥ Priority & Manually Verify Eligibility
X attach Files B modify Authorization Days !
H Log ™ Reset Authorization Days T
t. callLog & Copy &PIURL T
I—

2. Onthe sub-menu, select one or more flags.
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See also:

About drawing attention to orders and studies

Change the stat level of an order or study
You can assign or change the stat level or urgency (Stat 1-5, or Off) of an order in the worklist.
Procedure

1. Worklist > right-click an order or study > Stat.

B2 schedule Appointment

i Scheduled  01/28/2023 6:00 AN
& Edit Order

= Exam Scheduled  02/16/2023 6:45 AN

¥ Actions mn?m 1/2073 12:00

O stat O statoff
* Priority Stat 1
XL attach Files B stat2
B Log B Stat3
. cCallLog B sStatd

2. Inthe sub-menu, select a stat level.

See also:

About drawing attention to orders and studies

Delete an order
You can delete orders from the worklist.

e On the worklist, select the PRE ORDERS tab.

Delete one order

e On the order shortcut menu, hover over Exam, and then select Delete Study.

Delete multiple orders

e Select the checkboxes of multiple orders, and then on the shortcut menu, select Delete Study.
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Require document review

When creating a scan document (or "document") type, you can require that users review the document before moving
forward in the study workflow. For example, you can require technologists to review physician orders prior to performing
an exam to ensure order accuracy. To review a document, open it from the Edit Study screen or Technologist screen and
select the Reviewed checkbox. To require document review:

Procedure

1. InApp settings, add a Scan Document Type and select the Requires Review checkbox.

2. Add a study status, select the Document Review checkbox, and then select the document types to review.
See also:

Attach (upload, scan) non-DICOM documents
Configure study statuses

Modify or reset the order authorization days

You can quickly change the number of days specified in an authorization rule associated with an exam. You can:

e Reset the days to the number of days set in the rule
¢ Modify the days to an arbitrary number

Procedure

1. Worklist > right-click an order > Actions > Reset Authorization Days, or Modify Authorization Days.

i I Ordered
B schedule Appointment
Scheduled  01/28/2023 6:00 AM EST
Edit Crder
B Exam Seheduled | 02/156/2023 6:45 AM EST
Actions M Flag a7
O stat ! Critical Findings
-
> Priority & Manually Verify Eligibility
-
X AttachFiles 1 Modify Authorization Days
H Leog =] Reset Authorization Days T
t. callLog & Copy APIURL T

2. Inthe Days Count dropdown list, select a new number of days.
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Modify Authorization

Days Cownt

Days Left ]

3. Select SAVE.
See also:

Add authorization rules

Assign a study to users

You can assign one study to one or more users, radiologists, or peer reviewers. When the user signs in, they can create a
filter of the worklist that displays all studies assigned to them. This feature also works in conjunction with the “Show
assigned studies only” option under Setup > User Management > [user profile] > WORKLIST FILTER.

Procedure

1. Worklist > right-click an approved study > Exam > Assign Study.

o

Edit Study

Patient Information

/21/2023 9:00 AM P

03/21/2023 9:00 AM PO

R L L B

-
B Change Status
=

Exam

B

Aszsign Study

¥ Actions
B SendReport
L stat

¥  Pricsity

[+

Attach Files

It

o

Lock Study
Merge/Split
Merge Queue
Reset Study

Delete Study

[P

AF[

AEL

A EI

AEL

AEL

2. Inthe Study Assignment dialog, in the Assign to User dropdown list, select a user and then select the add

button.

Note: You can repeat this step to assign additional users.
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Study Assignment >

Adaign 1o Usor Assign o Radinlogist A be Poer Roviawar m
(CLEAR ASSIGHED FEER RENIEWER
Fudy Dale  Study descripiion Facility
CE2T2023  ANGRPM ARYEN SHUONT RERD Hirmills Test

Faciliy

Select a new provider to perform peer review above, or clear the current appointee to unassign.

3. Optional. In the Assign to Radiologist dropdown list, select a radiologist as the referring provider.
4. Optional. In the Assign to Peer Reviewer dropdown list, select a radiologist as the peer reviewer.
5. Select SAVE.

See also:

Assign a peer reviewer for a study
Create a user worklist filter

Add studies to the merge queue

If you plan on doing "merge work" on a multiple studies you can add studies to a merge queue from the worklist first, and
then merge or split them by following the procedures in Merge or split studies.

Procedure
1. Worklist > right-click a study > Exam.

2. Optional. To start merging or splitting with one study at a time, on a study shortcut menu, select Merge/Split.

— e
@ Change Status -uam /2023 9:00 AM PDT

k  Actions & Lock Study
JEM PDT
O stat = Merga/Spiit
Reset Study M view Merge Queue
X Attach Files
@ Delete Study B Clear Merge Queue

& DICOM Upload

3. Onthe Merge Queue sub-menu, select Add to Merge Queue.

4. Repeat the previous step for all studies that you want to work with.
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5. Right-click one of the studies that you added to the merge queue, hover over Exam, hover over Merge Queue,

and then select View Merge Queue.

Create a teaching study

You can create a teaching study by copying an existing DICOM study and anonymizing it.

Procedure

1. Worklist > right-click a DICOM study > Images > Create Teaching Study.

™

Edit Study
Fatient Information

Change Status

P 2 »

Exam

¥ Actions

Images I

DICOM Send

O A)F

Siat

1k

Priority

| —

Check-n  01/19/2023 815 AM
Scheduled |01/19/2023 8:00 AM

Scheduled  01/18/2023 8:30 PM
—

= sServer Prefetch
Reset Stack i

=
¥ Create Teaching Study

-D‘l M8/2023 Z15 FM

2. Inthe Teaching Study dialog, in the AE Title dropdown list, select an AE title to which to send the teaching

study (where you want the teaching study to be available).

Teaching Study

Study Dezcription
Patiend Gender

Feferring Phye, Mame

Fnstituticn Mame

AE Tale
Eelect

I:I femave OpalRaD Annotations (2111 Groip)
Fiuld Current Value
Accession No. 3246451 0000900
Patient Il ANABGES
Patient Mame Ktme* Dade®**

R CHEST 1 VIEW

F

CREATE TEACHING STUDY m

M Valuw

poqETewlepFRCIVE

THTCTegymeWKIkT

Teaching OTCR_NAER

¥RCHEST 1 VIEW

Qthar -.-
[ Waliss]

[Ho Walus]

3. Inthe New Value column, type or select anonymous values for the new study.
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4. Optional: To exclude OpalRAD annotations, select Remove OpalRAD Annotations (2111 Group).

@ Note: To hide specialty annotations added in OpalRAD (such as for Chiropractic, Podiatric, and Veterinary
use), you must select this option or manually remove them from within the created teaching study. You

cannot hide them by toggling the overlay.

5. Select CREATE TEACHING STUDY.

Reset a study

If the status of a study is beyond “Scheduled” in the study flow, you can reset the status to “Scheduled.”

Procedure

1. Worklist > right-click a study > Reset Study.

FatlEnT INTenmation

Change Status

=

Exam

O

ik

Actions
Send Report
Stat

Prigaity

Attach Files

-UJEZ:.".ZU.’_'J UL AM MY
e R S T =11

&+ Assign Study

AP[

& Lock Study
= Merge/Split HEE
= Merge Queue A EO

Reset Stud
eset Study I -

0@ Delete Study
A EL
[P—

2. Inthe confirmation dialog, select YES.

Delete a study

When you delete a study it remains on the worklist but Exa PACS/RIS applies strikethrough text formatting to it and
disables access. You can undelete or purge a deleted study.

Procedure

1. Worklist > right-click a study > Exam > Delete Study.
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Change Status

Patient Information

e »

Exam

k  Actions

Send Report
[ Stat

¥ Priority

& Attach Files

-03.-'21.-'2023 9:00 AM P
LV B =

&+ Assign Study
B Lock Study
= Merge/Splt
= Merge Queus

Reset Study

APL

A EL

AEL

A EL

A EQ

| B Delete Study

2. Inthe confirmation dialog, select YES.

Delete Reason

Cancel/Delete Reason *

lness

2 |

3. Inthe Delete Reason dialog, select a reason

4. Select SAVE.

Download approved reports

If an approved report is attached to a study, you can download the approved report directly from the worklist.

Procedure

1. Worklist > right-click an approved study > Send Report > Download.
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1/19/2022 10:15 AM PST mt,_ﬂeferr'i-ngJ
I B Edit Study L _
‘ & Patient Information Dictated u1_n9f21}23. B:30 A EST
@ change Status Checkdn  01/19/2023 8:15 AM PST
[ = Exﬂm ..--.c--v:,.l_ 4rdTT |
o Scheduled | 01/19/2023 8:00 AM PST
¥ Actions P |
i Scheduled | 01/18/2023 8:30 PM PST Test, Referring 4
Eal Images
4 DICOM Send 01/18/2023 4:30 PM PST
I B SendReport i Fax Test, Refarring 45 EM PST
D S1al lad Fax/Email
‘D0 PM PST
s Priority O send Report via Opal
X Download 3 POF
L Attach Files 01/18/20232 [ TXT
& DICOM Upload
011820037 B TP

2. Select the format of the report.

Result: Exa PACS/RIS downloads the report to your Windows Downloads folder.

Undelete or purge a deleted study

Undeleting a study removes the strikethrough text formatting and restores availability. Purging a study permanently
removes it from the worklist and the database.

Procedure

1. Worklist > right-click a deleted study.

| Restore Study
% o * @ GobikaTes) 03,
#  Purge {Pesmanantly)
% 7 * @D GobikaTesk avuey

e Toundelete, select Restore Study.
e To purge a deleted study, on the study shortcut menu, select Purge (Permanently), and then select OK.

2. To purge all deleted studies at once, on the PACS Actions menu, select Purge All Deleted.
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Copy the API URL

If you need the API URL, you can copy it from the worklist.

Procedure

1. Worklist > right-click a study > Actions > Copy APl URL.

"

R T L TE TRV

Exam

Actions

|

ik

L

Stat

Priofity

Attach Files

-'I'I'Imﬂ-’?flﬁd 1015 Py

™ Flag
! Critical Findings

& Manually Verify Eligibility

& Copy AP1URL

Result:

A pop-up window appears with the AP1 URL.

2. Press Ctrl + C to copy, and then select OK.

Reset a stack

To reset a stack means to restore its images to their last-saved ordering. It can also be helpful to reset the stack if any

problems occur when displaying it in the viewer.

Procedure

1. On the worklist, select the ALL STUDIES tab.

AN

1A

2. Onthe shortcut menu of a study that contains images, hover over Images and then select Reset Stack.

=}
-
B
=

&

Edit Study

Fatient Information
Change Status
Exam

Actions

Images

0O AlE

DICOM Send
Siat

Pricrity

-mm:mga 8:30 AM

Check-In.  01/19/2023 8:15 AM

s
s-@’ } ‘I il i'
| .

01/19/2023 8:00 AM

]D'I MB2023 8:30 PM

= Server Prefetch

£1 Reset Stack

™= Create Teaching Study

3. Inthe confirmation dialog, select YES.
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Lock and unlock a study

You can lock a study to warn other users attempting to open it, and to prevent other users from using transcription. You
can unlock a study that someone previously locked.

Procedure

1. Worklist > right-click a study > Exam > Lock Study.

T | -um!h‘.] 2023 215
| B Editstudy
01/19/2022 2:00
& Patient Information
B Change Status 01/19/2023 1:45
I & Exam & Assign Study 5
¥ Actions @ Lock Study I
3
Ll Images = Merge/Split
19
< DICOM Send = Merge Queus
B SendReport Z  Reset Study 1
O stat W Delete Study 1
S Pnrity |

2. Tounlock a locked study, on the study shortcut menu, hover over Exam > Unlock Study.

Edit or view a patient, study, or order

To edit a patient, study, or order you can access the Edit Study screen from the worklist by selecting the Edit Study, Edit
Order, or Patient Information commands on the shortcut menu.

B schedule Appointmant B Schedule Appointment
B Edit Study Ei Edit Order
B Change Status & Actions
B Exam O stat
& Actions %  Priority
O  stat X attach Files
3 Preinrt '.' LUg
t. CallLeg
Study shortcut menu Order shortcut menu

See also:
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Edit study screen

Change the study status

You can assign or change the status (such as Approved or Transcribed) of a study in the worklist.

Prerequisite: Configure study statuses. See Configure study flow.

Procedure

1. Worklist > right-click a study > Change Status, and then select a status.

EETE

“in

- e = e

Ei Edit Study

& Patient Information

B Change Status

P

K

¥

Exam

Actions

images

DICOM Send

Send Report

Stat

(=25

or

xfur

-ﬂmwzl:r'zs 215
-m /19/2023 2:00

B Unread 3

Approve/Coded 3

-CI'I 192023113

Check-in.  |01/19/2023 11:1

Pl '.".:!
ismudulaitim 11972023 11:0
|

Seheduled 01/18/202311:3

|

DICOM-send studies, series, or images

You can DICOM-send studies, series, or images to PACS or another destination. You can include any approved reports in
the study, but note that the report status (such as Approved or Transcribed) is not sent. To send an approved report with

its status, Send an approved report via Opal.

Prerequisite: Configure send destinations (see Configure application entities).

Send studies

1. Worklist > right-click a DICOM study > DICOM Send.
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Edit Study
Patient Information

Change Status

v e

Exam
Actions
Za] Images

«d DICoM Send

O stat

= Brinritg

2. Inthe Send Study dialog, to filter the list of available AEs, type at least one character in the filter box and then
select Enter.

Send Study Pt

OPALZZ 33 (OPAL 3233}

opal_v32_v33 {opal_v32_va2)

ACCESSION MO, - STUDY [ATE MODALT STUDY DESCRIFTION ACCOUNT MO PATIENT

FRSHI&O26208  02A08/ 2023 TO0 ALY PISKULL TO THIGH W/CT 42589

Filtér Dapcrption 5} Friceity ] »

SEND TO SELECTED

O include spproved Report

REFERFING PHYSICIAN

Basselti, Dernis Randalph

3. Inthe Priority dropdown list, select a priority.

4. Select destinations in the list, and then select SEND TO SELECTED.

Optional: To send any attached approved reports, select the Include Approved Report checkbox.

5. Optional. To manage in-process send jobs, see Manage jobs in the transfer and SR queues.

Send series or images

1. InUser Settings, clear the Show Priors checkbox.

2. Onthe worklist, find images or series to send by expanding the study row nodes and image preview buttons.
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10/10/2008 1224 PM EDT  Sampler, Jahn Sample Femur (L) AP Shudy

2 D01 TR0 1200 AR EST

ﬂ [ 8 12392 1000246 9107 50020512 2002101 0.1:23946 1012 CH Image Sioc

OOT/ 1900 1200 AM EST

b=

01701/ 1900 12:00 AM EST

'

D100/ 1900 12200 &AM EST

3. Select the checkboxes of the images or series to send.

4. Right-click and select DICOM Send.

5. Inthe Send Study dialog, in the Priority dropdown list, select a priority.

6. Select the send destinations in the list, and then select SEND TO SELECTED.

7. Optional: To send any attached approved reports, select the Include Approved Report checkbox.

8. Optional. To manage in-process send jobs, see Manage jobs in the transfer and SR queues.

Send an approved report via Opal

You can send approved reports of DICOM studies to another Opal or Exa platform system. Use this method rather than
DICOM-sending if you want to include the report status (such as Approved or Transcribed).

@ Prerequisites:

e Configure the referring physician on the sending server (your Exa PACS/RIS server) and receiving server.
You may need to contact the receiving facility to confirm.
e Install OPAL toals.

Procedure

1. Worklist > right-click an approved study > Send Report > Send Report via Opal.
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a 1/19/2023 10:]
| 3 Edit Study .

B
| & Patient Information Dictated  01/19/2023 3:3(
@ Change Status Checkin  01/19/2023 8:1
= Exam S
m 01/19/2023 8:0
k¥ Actions |
2 Scheduled 01/18/2023 8:3{
@ Images il
«d DICOM Send -D1,-"IEJ’2C|234:3
I B SendReport I Fax Test, Referring q
O stat P  Fax/Email
o
& Priority O Send Report via Opal
il
X Download
* "
2. i ApahEye EE— ' /18/2023 204

3. Inthe Send Report via Opal dialog, to filter the list of available AEs, type at least one character in the filter box

and then select Enter.

Send Report via Opal
ACCESHIONNO, STUDYDATE  MODALT STUDY DESCRIFTION ACCOUNT ND. PATIENT
120 0118/ 2023 200 FUS DOP ECHO ETL SPECTRAL [TesT1002  Test, Tod
Fil o Fricrity 0 -
DRAL_FZ 33 (OPAL_32_33)
opal_v3Z w33 (opal_w32_v32)

0B

01407, 2000

X

REFERRING FHYSICLAN

Test, Reforring

SEND TO SELECTED

4. Inthe Priority dropdown list, select a priority.
5. Select send destinations in the list.

6. Select SEND TO SELECTED, or SEND TO ALL.
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Send an approved report in a fax or email
You can send approved reports of DICOM studies in a fax or email.
Procedure

1. Worklist > right-click an approved study > Send Report.

1/19/2023 10:
Edit Study

=

& Patient Information Dictated  01/19/2023 8:3{

B Change Status Checkdn  01/19/2023 8:1

& Exam S _

| 01/19/2023 8:0

¥ Actions

o Schaduled |01/18/2023 8:3

Zal Images [

«d DICOM Send 01/18/2023 4:3
I B SendReport I Fax Test Referring

O stat ™  Fax/Email 5

& Priority O Send Report via Opal

X Download
X Attach Files

I 01 /18/2023 2°0
To fax to the default recipient (1), select it.

Result: The report is sent to the fax queue.
2. Tosend to selected recipients (2), select Fax/Email.

3. Inthe Send Report dialog, select recipients and then select the SEND FAX and/or SEND EMAIL button.

b

Send Report X
Send Fax Report Queue
Send To * Ordering Physician Ordering Physician | Test, Referring ((745)454-5454)

SEND FAX
Send Email
Send To * Ordering Physician + Ordering Physician | Test, Referring (nirmilla. royi@konicaminolta.r

SEND EMAIL
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4. Optional. Repeat the previous step to send to additional recipients.

View and export audit log entries
You can view audit log entries, and export them to an XLS file.
Procedure

1. Worklist > right-click an order or study > Log.

P =
' Bt schedule Appointment
Scheduled 01/
Ei Edit Order
& Exam ﬁﬂlndt.iad a2/
O Sta —
% Priority -
Scheduled 027
X Aftach Files
B Log Scheduled 01/
L CallLog Schedided 01

2. Inthe Activity Log screen, select a date range for the log entries to view, and then select RELOAD.

LV Test, Laura [Acc#:TesL43), 01/00/2000 , F, 22

From [QWOAIZEGS 110000 AMES  [F] o) @G ISP LS [ B ey D vy Gy [
ENPOST TO ENCEL

LOOGED AT = BCFITH s Lo DEECATTION

% BB EOe A F0E PR BT Drder Foma \nme Py % ikt tda tircies Sarrn [Taafy crmated
|

% B ELWVGET 1200 P E5T Fasnd dwin Wzek P e priert e
% B saeroniE G P T e ak A e panard wa
WO G 125 AR EST - By Moisr sk Paca 8 Cramad macly aotn
% H G END0T 115 AAEST  Befsrg Py e 5 82 L Pebrieg Frcves [Tl Rebriog) sced

3. If any entries match the date range, they appear in the list.
4. Optional. To export an entry from the list, select it and then select EXPORT TO EXCEL.
5. Toview information in a log, double-click the log entry in the list.

See also:
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View activity logs

About linking patients
Two ways to handle duplicate patient records are linking and merging.

To link patients means to merge patients to the master patient record by using alternate account numbers. You can link
patients from the worklist "on the fly" by following the procedure in Link patients, or from the patient chart by following the
procedures in Add alternate account numbers to a patient chart.

To merge patient charts generally means to move studies, series, and images between patients.

Note: Linking patients is different from Linked Reporting.

See also:

Use alternate account numbers
Merge or split studies

Link patients

If a patient has multiple records, each with different account numbers (or MRNs or PIDs), you can link them from the
worklist (see About linking patients).

Eﬂ Caution: Linking an external patient record to an internal one results in deleting the external record.

Prerequisite: Configure alternate account number functionality.

Procedure

1. Worklist > right-click an order or study > Link Patient.
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Edit Study

Patient Information
Change Status
Exam

Actions

Images

DICOM Send

Send Report

Stat

Prigrity

Attach Files

DICOM Upload

Lag

Call Log

&+ Link Patient

2. Inthe Link Patient dialog, in the Alt Account No search box, enter the exact account number to link to the

current account number, and then select Enter.

Link Patient

kain Account No

Main Account Mo Tes57034
Alt Account Mo 733
|ssuer Select w

Alt Account No Issuer Merge Status

3. Inthe Issuer dropdown list, select the issuer of the PID, and then select ADD.

Note: If the account number was found (it already exists in Exa PACS/RIS), a message appears. Type a
different number or select a different issuer.

4. Select SAVE.
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Attach (upload, scan) non-DICOM documents

In various parts of the program you can attach, upload, and scan non-DICOM documents. All of these result in adding
files to the DOCUMENTS section of the patient chart and the Edit Study screen, but differ slightly in procedure and scope.

I% Scan - Scan paper documents and add to a patients or studies.
Upload - Select existing document and add to patients or studies.

Attach - Open a screen from which you can upload or scan documents.

Prerequisite: Install Exa Scans

Procedure
1. Choose one of the following:

From the worklist
e  Worklist > right-click an order or study > Attach Files.
e  Worklist > Edit Study screen > DOCUMENTS.

From the schedule book
e SCHEDULE > right-click an appointment block > Attach Files.

= B Ordered I
' B schedule Appointment |
Scheduled 01/
Ei EditOrder
B Exam Scheduled 02/
' i -GLr
O stat | S —
Scheduled 02/
# Priority
Scheduled 027
I &  Attach Files I 5
B Log iScheduled 01/
% Calllog Scheduled 01/

Examle: Using the worklist study row shortcut
menu

Result: The Patient Documents screen appears:
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Patien Documents

Test, Todd (Acc#:123), 1999-12-27, M, 23Y

DOCUNERT YR DOKCLARNT HOTES TATTD IF
N L Tost upboad 10 Sy WL Fad
& 8 Ve Tt phoad 15 it Witk Paca

CECATEDDATE £

DOER0e2 X0 PMEDT

ORI 150 PMEDT

Fora i e deraindy 2l J i)

B K0P EDT

2. Inthe upper-right, select one of the following options.

oo || on

QUICK SCAN TO PATIENT
FULL SCAN

FULL SCAMN TO PATIENT

[ -] reond

UPLOAD TO PATIENT

QUICK SCAN Scan document with basic options Study
QUICK SCAN TO PATIENT Scan document with basic options Patient
FULL SCAN Scan document with full options Study
FULL SCAN TO PATIENT Scan document with full options Patient
UPLOAD Upload document Study
UPLOAD TO PATIENT Upload document Patient

3. Based on your choice above:

e For Quick (basic) scanning, select a document type, type notes, and then select Scan Now.

< Cuick 5can

Quick Sean

Patlent Test, Todd

Doc. Type Cther

- ®

Nules Ty rslees beee.

) fawe Feeder . Aat Bocd — Scan Mow EXIT

e ForFull scanning, use the Document Scan screen to edit the image as needed, and then select Scan

Now.
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< Documnent Scen
Patient

Patierd Mame: Tost, Todd
System Mame: DEV-LT-02

Edit Image
192188 M2 13

IP Address:

- =
R T
S 9 e

Total ol 1]
Resoluion ScanTyps e
: Salect S 1
100 Groy e[ Dot | heion Supsssmmm | U Type|
Scanfize —— ) Ao Feeder ) Flat Bed
M 271168 nchen) -ﬁ_n 'ﬂ' e &

Scanned By: Viztek, Pacs

SAVE.

Patient Documents

Document Type * Cther w

Crested Date/Time * | 2023-06-22 B | uoePMEDT 1
Requested By Patient  w

Motes Test docurnent,

Maxirnum file size: 20 MEB

See also:

For Uploading, select options, use SELECT FILES to browse for and select files to upload, and then select
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Attach (upload, scan) DICOM documents
Require document review

Attach (upload, scan) DICOM documents

You can upload or scan files to DICOM format and add them to an order or study. Documents added in this way are
available as secondary capture images in the Exa PACS/RIS viewer.

Prerequisite (scanning only): Install Exa Scans

Procedure
1. Choose one of the following:

o  Worklist > right-click a DICOM study > DICOM Upload > Upload File.
e  Worklist > right-click a DICOM study > DICOM Upload > Scan to Study.
e  Worklist > right-click a DICOM study > DICOM Upload > Scan to Order.

e

011972023 2:

e =

E Edit Study
& Patient Information

B Change Status 01/19/2023 2

& Exam 01/19/2023 1:
¥  Actions

i 01/19/2023 1:
(= Images

01/19/20231
-4 DICOM Send

O stat 01/19/2023 1

e t b L |
* Priogty duled | 01/19/2023 11

oy

X Attach Files Schedule
& DICOM Upload Upload file
] Scan o Study

= Lo
. Scan to Order

. CallLog

&% Link Patient -CI‘F.’iﬁ.-'EEIEE 5

Upload file Upload document, convert to DICOM Patient

Scan to Study Scan document, convert to DICOM Study
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Scanto Order Scan document, convert to DICOM Order

2. Based onyour choice above:

e ForUploading, select a series description, use SELECT FILES to browse for and select files to upload, and
then select UPLOAD.

DICOM Upload for Comelius, Barbara (MHSPTZ109141129)

Series Duserplion & cpen x

ABM il = # [estlop ¢ Imagee b

o
|

Mammmum fie size: 20 MB Qegunize = P folder = - 0 8

SELECT FILES B Tha e 5

30 Objecs

B (esktop —
] Decumenta

& Domninads Ecam preg
b bunic
= Pimunss

B videar
= DR

File gamec | | [l Filee ) -

Cunce

e Use the Document Scan screen to edit the image as needed, and then select Scan Now.
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< Documnent Scen
Patient

Patierd Mame: Tost, Todd
System Mame: DEV-LT-02

P Addeess: 192168 242,12

Total -0
Bn'_l'ul' Settings
Flesoldion  Sean Ty

00 Gray Scale I_‘,"_".',_.l

ScanfSize e
M 271168 nchen) -ﬁ-—- ﬂ

Edit Image

- =
R T
S 9 e

See also:

Attach (upload, scan) non-DICOM documents
Require document review

Open the call log

You can use the call log to save a record of communication to and from a patient regarding an appointment or order.

Procedure

1. Worklist > right-click a study or order > Call Log.
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B Sschedule Appointment
B Edit Order
B Exam b
¥ Actions b
O stat b
= Priority b
L. Attach Files
& Log

I . CallLog I

2. The Notes tab of the patient chart opens. See Update the patient call log.
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Edit Study screen
In the Edit Study screen (or study chart) you can view and edit most information about an order or study. For a list of
topics in this chapter, see Topics on the Edit Study screen.

Open the Edit Study screen
To open the Edit Study screen, follow the procedure below.

A Caution:
[ ]

When working in the Edit Study screen, ensure that you enter all information correctly and with correct
spelling. Incorrect information can result in failure to find patient records in future operations.

e Forrecommended security, please turn off Chrome autofill. A password and/or patient information is
configured or used on this page.

Procedure

e Onthe Worklist ALL STUDIES tab, double-click study row or select Edit Study.

+ = [ S E mMA % O * ® -03£D1f20232:45PMPST

...OR

e On the Worklist PRE ORDERS tab, double-click an order row or select Edit Order .

% 03/16/2023 1:28 PMEDT O -srinika Facility 1 Sri, Sri

Result: The Edit Study screen opens to the EXAM INFORMATION screen, with the most recent study sub-tab
selected.
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Ll patient, New (Acc#PatN1120), 01/07/1977 , M, 46Y

ST 3|
ORDER T3 . -'_.:: ;
Urder Wo e 0 Feason
Acceesion Mo 774
Shady LI 14711187 Sty Mten
Date OFMAafA0ES 245 PM EST
Spudy Snatui
oy Fart O Diagnasis Codes
Orienaion Galect v

Appintirat Type

Rafaring Physician

rdesing Physician
G-Cade Dirdeing Py 3

A Auds eschig Pimaician

Bdcefabry Boom ARTEY

Topics on the Edit Study screen

This chapter (Edit Study screen) contains the following topics (not all topics may be available depending on version and
region).

View patient alerts

View a summary of an order

Edit order information

Edit study information

About changing appointment types

Change an authorized appointment

Edit basic patient demographics

Add or edit a patient’s portal account

View and print a patient statement from the claim inquiry
Scan a patient’s driver’s license

Generate a patient check-in code

Export a patient CCD

Enter a new charge

Enter payments and print receipts

View payment history and print receipts

Add or edit an insurance profile

Verify eligibility of pre-orders and studies with PokitDok
Verify eligibility and estimate coverage with Exa Clear
View or add patient documents from Edit Study
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View approved reports

Open the transcription screen

Manage other physicians

Enter notes and reasons for study
Update the patient call log

Enter employment and transfer-related information
Assign or remove patient alerts

Add allergy information

View problems

View prior studies and add a new study
Add a custom form to a study

Add a study form to a study

Draw on a study form image

Specify a follow-up exam

Refer a patient

View activity logs

View patient alerts

You can quickly check whether the patient of a study has any alerts that might affect billing, scheduling, exam
preparation, or other factors.

Procedure

1. Go to Worklist > Edit Study screen, and then select the alertE] button.

f,l; Test, Brad (Acc#:TesB1113), 01/01/20

SUMMARY

EXAM INFORMATION
The number of alerts appears inred

Result: The Patient Alerts dialog box appears.

Alerts

+ Badance Oue
« T Genlrast Alkengy
« Fall Aler

Moales

2. Optional: Enter notes and click SAVE.
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View a summary of an order
You can view a summary of an order and its studies.

Procedure

1. Go to Worklist > Edit Study screen, and then select SUMMARY.

L\ Test, Brad (Acc#:TesB1113), 01/01/2000 , M, 23

TS

Order Information

E sz baed Airival D301 7I023 245 PM PET Ondar Stabus: Chised
T ICT Codis:
e Dadla: OOE2033 %38 AM PET

Inmarance Prafile;
st o

Studies - View Exam Preg. Inslructions

1.

Acceasicn No.! a0 CPT Codea T3
Study Description A0 RHDE KR CT MRI USMAOTH REG Baddy Part
POSTREE

Result: The order summary appears in the right pane.

Edit order information
An order defines information for one or more studies. You can edit properties of an order.

Procedure

1. Go to Worklist > Edit Study screen > EXAM INFORMATION, and then select the ORDER sub-tab.
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Result: The Edit Order screen appears.

2. Near the top of the screen, select the ORDER sub-tab and make changes to the following settings.

Facility The facilities performing the studies (to change, reschedule).

Modality The modalities used for the studies (to change, reschedule).

Requesting Date The date requested for the order. Users with rights can edit this date.

Resource The resources used for the studies (to change, reschedule).

Ordering Facility Available with Mobile RAD only. Select the ordering facility or location of the studies. If
the patient resides at the ordering facility location, select Set as Home Address.

Patient Location Select the current location of the patient.

Patient Room No. Type the room number of the patient location.

Patient Condition Select a patient condition to consider for studies (such as "wheelchair").

Source Select the source of the patient (such as referral or previous medical facility).

Place of Service Select the place of service for billing purposes (Box24B).

Supervising Physician Select the supervising physician (Medicare requires a supervising physician to be

present in the department or location during the exam).

Functional Status Select the patient's functional status.

Cognitive Status Select the patient's cognitive status.
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Transition of Care in [Unused]

Patient Visit No. The enterprise-specific serial number for the study.

SDE Study Select the checkbox ifthe order contains an echo ultrasound-related study.
Schedule Notes Type or select schedule notes (such as messages from the front desk).
Justification of Mobile Service Type the justification of mobile service for reference by the physician.
Technologist Select the technologist performing the studies.

Unavailable if both Mobile Billing and Mobile Rad are in use.

Discharge Instructions Type any discharge instructions.

Physician Order Status Status from the Physician portal.

Ifthe order was signed, the physician's signature appears in the box below the
Physician Order Status dropdown list.

PRINT ORDER To print a summary of the order information, select one or more of the following
options, and then select PRINT ORDER.

Include Disclaimer/ Signature Area | Includes a preconfigured disclaimer on the printed order to be signed by the patient.

Include Notes Includes schedule and study notes on the printed order.

Include Barcode Page Prints a barcode on the order.

3. If DICOM settings are not available to edit, at the bottom of the screen, select DICOM STUDY, and then make
changes to DICOM settings as needed.

4. To edit oradd CPT codes, at the bottom of the screen, select the edit & or add button, enter changes, and
then select SAVE.

5. Select SAVE.

Edit study information
You can edit properties of an ordered study, including DICOM settings and CPT codes.

Procedure

1. Go to Worklist > Edit Study screen > EXAM INFORMATION, and then select a study sub-tab.
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.I:L Patient, New [Acc#:PatN1120), 071/07/1977 , M, 46Y
£ L]
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An order containing studies with accession numbers 773 and 774

Make changes to the following settings.

Order No.

The order number to which the study belongs (to change, reschedule).

Accession No.

The accession number of the study (users with rights can edit here).

Study UID The study UID as determined by the selected appointment type.
Date The date of the study (to change, reschedule).

Study Status The current status of the study in the Exa PACS/RIS study flow.
Body Part Select the relevant body part for the study (for example, hand).
Orientation Select which side of the body (for example, right).

Appointment Type

Select the study's appointment type (the type of exam for scheduling purposes).

Code The internal procedure code of the study (associated with the appointment type).

G-Code If CDSM was used to create the order, the G-Code appears, which identifies the CDSM
application (such as LogicNets).

AUC Audit If CDSM was used to create the order, a linkis available to the AUC audit, which shows the AUC

decision tree used by the physician.

Modality Room

The modality roomwhere the study is performed (to change, reschedule).

Reason

Type the patient-specific reason for performing the study.

Study Notes

Type or select study notes (such as basic study history or notes from technologist to radiologist).

Diagnosis Codes

Select diagnosis (e.g. ICD10) codes for the study.

Referring Physician

Select the physician who referred the patient for the study.

Ifavailable, you can select the provider fEJ button to view provider details.
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Ordering Physician Available when using Mobile RAD. Select the physician who ordered the study. If left blank, Exa
PACS/RIS automatically enters the referring physician.

Ifavailable, you can select the provider iEJ button to view provider details.

Reading Physician Select the radiologist or other physician who will read the study.

Ifavailable, you can select the provider ﬂ% button to view provider details.

Attorney Select the attorney for the patient. Thisattorney is given access to the study through Attorney
Portal.

Ifavailable, you can select the provider fEJ button to view provider details.

Department Type the department of the facility performing the study.
Institution Type the institution of the facility performing the study.
Station Type an identifier for the station of the location performing the study.

3. If DICOM settings are not available to edit, at the bottom of the screen, select DICOM STUDY, and then make
changes to DICOM settings as needed.

4. To editoradd CPT codes, at the bottom of the screen, select the edit 74 oradd button, enter changes, and
then select SAVE.

5. Select SAVE.

About changing appointment types

Authorized appointments

Appointment types contain one or more CPTSs. If you change a study's appointment type from one that has only one
CPT to another than also has only one CPT, Exa PACS/RIS automatically copies any authorization information from
the original CPT to the new one. However, if the old and/or new appointment types have multiple CPTs, you can copy
insurance authorization information from selected CPTs in the original appointment type to any matching CPTs in the

new one.

Clinically relevant Medicare appointments (CDSM)

If you change the appointment type of a study that was approved by CDSM and there exists a CPT that matches the
old and new appointment types, the approval remains (Exa PACS/RIS copies the AUC modifier and G-code, and
retains the original AUC Audit link). However, if a matching CPT does not exist, new modifiers and codes are not
copied, and the AUC Audit link is removed.

See also:

Change an authorized appointment
About procedure codes, appointment types, and appointment type procedures
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Change an authorized appointment

The following feature is not available on all installations. If you attempt to change an appointment type in a study that is
already authorized, Exa PACS/RIS presents you with a dialog for copying the authorization information to the new
appointment type.

Procedure

1. Go to Worklist > Edit Study screen > EXAM INFORMATION > study sub-tab.

O\ patient, New (Acc#PatN1120), 01/01/1977 , M, 46Y
SUMMARY

EXAM INFORMATION o ey
IRDER el T i

Y Order Mo i i Fea
Acnession Mo 774

Sty LT B141IT157 B
Diate O30B20ES 545 PM EST
Snuady Snatu

By Part Samfpct ™

Oriemation Salect W

Appointmant Tepe

Foafi

Code

2. Inthe Appointment Type dropdown list, select a different appointment type.
3. Inthe Change Appointment Type dialog, to copy authorization information, select YES.

4. Inthe Authorization screen, select the COPY button of any CPTs whose authorization information you want to
copy.

Authorization

Existing Authorization information exists for this exam. Select the updated
appointment type procedure codes that you wish to copy the authorization
information over to.

EXISTING APPOINTMENT TYPE GFT CODES HEW APPOINTMENT TYFE CPT CODES
CODE DESCRIPTION ALTHORZATICN CODE DESCRIPTION ALTHORIZATH
A br CTPELVIS C-MATRL firg1auth TEA5E ANGRPH BRACH RTRR REL
e CT ANGIOGRAPHY PELVES W/CONTRAST, firstAuth
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5. Select SAVE.

See also:

About changing appointment types
Authorize an exam

Edit basic patient demographics
The Edit Study screen gives you convenient access to most patient demographics in the patient chart.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION.

[\ Patient, New (Acc#:PatN1120), 07/01/T977 , M, 46¥
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2. Make changes, and then select SAVE.
See also:

Create and modify a patient chart

Add or edit a patient’s portal account
You can edit a patient’s portal credentials and other account information.
Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > PORTAL ACCOUNT.
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Create a patient account

1. Inthe Create Portal Account dialog, under Patient Account, type the patient's email address, and then click
CREATE.

Result: An email is sent to the patient to verify and finalize their patient portal account.
2. Click SAVE.
Create a representative account
¢ Under Representative Account, fill in the options and click the save . button.

Result: A email is sent to the representative to verify and finalize their patient portal account.

Assign a representative account

If you created more than one representative, you can select which one to assign to the current patient.

e Under Representative Account, select the account in the dropdown list and then click the save button.

Edit a representative account
1. Under Representative Account, select the account in the dropdown list.
2. Change information as needed, and then click the plus + putton.

Reset passwords

After an account is verified, you can reset the password.

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

1. Under Patient Account or Representative Account, click RESET PASSWORD.
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2. Type a new password, and click the corresponding Save button.

View and print a patient statement from the claim inquiry

While in the Edit Study screen, you can view and print a patient statement from the claim inquiry.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > INQUIRY.

Patient Claim Induny

duhi RS CIAFLLTE

2. Inthe Patient Claim Inquiry dialog, select PRINT.

A printable claim summary appears in a separate browser window.

Scan a patient’s driver’s license

You can search for a patient by the name and DOB on their driver’s license. If Exa PACS/RIS finds a matching patientin
the system, it opens a dialog in which you can reconcile that record against the information on the license. If it does not

find a matching patient, it uses the information on the license as a basis for you to create a new patient.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > SCAN LICENSE.

Ready for Driver's License Scan

2. When the Scan License dialog appears, scan the driver’s license.

Result: Relevant information appears in fields.
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Generate a patient check-in code
You can generate a code that the patient can use to check-in for an exam when using Patient Kiosk.
Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > CHECK-IN CODE.

Chieck-in Code

Test, Richard

B1QPQK

2. Optional. Select COPY TO CLIPBOARD, and then paste the code in an email to send to the patient.

See also:

Use Patient Kiosk as a patient

Export a patient CCD

A patient CCD (continuity of care document) contains medical information that you can send to other providers without
loss of meaning. You can export the information, download it to your Windows Downloads folder, and send it to an email
recipient.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > EXPORT CCD.

Export CCD

& Readable ¥MLO) Encrypted XML
® ccoQ cocrO cooa Q) Clinical Summary

O sHa
O sHazss
[ sHaze4
O sHAB1z
O wos

O File Dewnloaded for Physician Referral

2. Selecttype and encryption functions.

3. Select PROCESS PATIENT INFO, and then select DOWNLOAD.
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4. To send the zipped file, select SEND and follow the on-screen instructions.

Enter a new charge

You can modify charges for health services from the Edit Study screen.
Procedure

1. Go to Worklist > Edit Study screen > CHARGES/PAYMENTS.

L ms,ms (Acc#:msms3656), 2023-08-02 , M, 11M P

NBC  Aceassien Mo, Dals CRT Coda CPT Desesiplion M1 [LE]
+ K - 4556 B2 B30 AN
+ = G556 PURAR-0T B0 AR

Dake Simound Py, ioadia Check/Card No Pymt. Reamon Received Iy Pymt. Il Hotes

Tetal Papmene 0000
T N

2. Edit settings for an existing charge, or select NEW CHARGE, enter charge information, and then select SAVE.

3. Optional: In the NDC column, select the plus button to add an NDC to the charge.

4. Optional. Select Eligibility/Estimation follow the steps in the topics below to verify eligibility and estimate
coverage. (Available with Eligibility rights.)

5. Select SAVE.

See also:

Enter a claim for a study
Verify eligibility and estimate coverage with Exa Clear

Verify eligibility of preorders and studies with PokitDok
Manually verify or clear eligibility of orders

Enter payments and print receipts

You can enter payments, print receipts, and create an invoice for the balance due from the Edit Study screen.

Procedure

1. Go to Worklist > Edit Study screen > CHARGE/PAYMENTS.
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el 1254 037142025 815 FPM

= ¥ 1254 D3N &G PM | Saloct Cpt Coda | =

Diate Amoumt  Pymt, Maodn Check/Card He. Pymil. Aeason  Received By  Pymt ik Hotes
+ ¥ 1023 | o] Selectt - Select  w viztek

Total Payment:  0.08

it -
@  ——
|

2. Select NEW PAYMENT, enter payment information, and then select SAVE.

3. Optional. To print a receipt, select PRINT RECEIPT.
4. Select SAVE.

See also:

Record a payment

View payment history and print receipts

You can view a history of payments made on behalf of the current patient, and print receipts.
Procedure

1. Go to Worklist > Edit Study screen > PATIENT PAYMENT HISTORY.

L) STPC_PatlentL1, STPC_PatlentF1 (Acc&:STPS1216), 07/01/2000 , M, 24Y

STOY - RAENOLOHRG EXAMINATHIN Q55EMIE SURVEY |
REFRESH

ARG DA E PAYEH TYFE FAYEH RARE FRYRENT AN FRYRMERT APPLED HALAMNCE

(R Sl Fatint Stpe_Paterd, g, Fatisettt E1BL00 BIEAE BEAz
0 e T e Fatient Spc_Fatend), S Patisstr] 3120200 1300 00
& om0 Patienl Stpc_Pwierf1, Tiec_Patissifl £130.00 17288 5817

2. Select a payment for which to print a receipt, and then select PAYMENT RECEIPT.
Result: The receipt opens in a browser tab.

3. Use the functions of the browser to download or print the receipt.
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Add or edit an insurance profile

An insurance profile contains all relevant information about an insurance policy applied to an order. By creating primary,
secondary, and/or tertiary insurance profiles for your patients who have insurance policies, you can take advantage of
billing and other features throughout the patient encounter workflow.

You can create an insurance profile from the patient chart or the Edit Study screen, but in the Edit Study screen you can
modify authorization information specific to the associated order or study.

Editing an insurance profile with authorizations

When you edit an insurance profile (change the carrier or policy number) of an order that is partially or fully
authorized, and the new profile contains one or more of the authorized studies, Exa PACS/RIS prompts you with the
choice to copy the authorization information to the edited insurance profile. This saves you from having to
reauthorize studies unnecessarily.

Procedure

1. Go to Worklist > Edit Study screen > INSURANCE PROFILE.

"\ Test, Brad [Acc#:TesB1113), O1/07/2000 , M, 23¥

ETLERY : 30 FHDR IR CT WIS LA B oo

RESOLLTE TATAL CAFD

2. Select ADD.
Lawel * TR v [ Inactive Address PO BOX 25519
Inzurance Carrier * AETHMA HEALTH PLAN ¥ RICHMOMD, VA 23260
i Phane Mo (B00)222-5553
Type Websgite
Policy Mumber = TessAeinaZ Group Mame
Group Mo, Valid From Date b/ ¥ |k
Pre-Cert. Phone Yalid To Date MMADDAYYY |
Pre-Cert. Fax Medicare ing. Type | Select -

O accept Aszsignment

3. Enter the following insurance details.
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Set As Default? Select to set the current policy as the default policy. Useful when the patient has
multiple policies at the same level.

Level Select whether the insurance is the patient's primary, secondary, or tertiary policy.

Inactive Select toinactivate the policy while retaining its information.
The Valid To Date is automatically set to the current date.

Existing Insurance? To use or edit a previously entered policy, select it in the dropdown list.

Insurance Carrier Select the insurance carrier.

Insurance Provider Type Entered automatically.

Policy Number Type the patient's insurance policy number.

Group No. Type the insurance group number of the policy.

Pre-Cert. Phone / Fax Type contact information for getting pre-certification.

Accept Assignment Select ifthe insurance policy can accept assignments.

Address/ Phone No. The contact information of the insurance carrier.

Website The website of the insurance carrier.

Group Name Type the name of the insurance group.

Valid From/To Date Select the period during which the current policy is effective.

Medicare Ins. Type Select the Medicare insurance type of the policy.

Available:

1. When adding from Edit Study; 2 = On the Patient chart

4. Enter contact information for the patient, and determine eligibility and/or obtain an insurance estimate (your
options may vary).
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Eligibility & Estimation

Eligibility / Estimation

Contact Information

Ralationship * Salf e

Subscriber Name * Tess
Ragin

Hex F o
Caoumntry United States

Address Line 1

Address Line 2

City/State/Z1IP

DoB * 01/01/2000

Employes Status Select w

Wark Phane

Home Phone

Select

Service Type

Select to search for and select a service type.

Benefit On Date

Select the date on which the policy becomes effective.

Eligibility & Estimation

Select to verify eligibility and/or estimate coverage. See Verify eligibility and
estimate coverage with Exa Clear.

Relationship

Select an emergency contact person for the patient.

Subscriber Name

Type the name of the insurance policy subscriber.

Sex Select the sex of the subscriber.

Country Select the country of the subscriber.
Address Type the address of the subscriber.

DOB Select the date of birth of the subscriber.

Employee Status

Select the employment status of the subscriber.

Work/Home Phone

Type the phone numbers of the subscriber.

5. Optional: To authorize the study, see Authorize an exam.

6. Select SAVE.
See also:

About active and inactive insurance
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Verify eligibility of pre-orders and studies with PokitDok

If the insurance provider is a PokitDok trading partner, you can verify eligibility by using the following procedure.
Procedure

1. Go to Worklist > Edit Study screen > INSURANCE PROFILE.

LV Test Brad (Acce-TesE1113), 01/07/2000, M, 237

ETLERY : 30 RHDR IRA CT MR LEATTR B G

AESOLULTE TOTAL CRFD

2. Double-click a profile to open it.

3. Select a service type, and then select the green Eligibility / Estimation button.

Eligibility & Estimation

Service Type SURGICAL (2) =

Benefit On Date 03/14/2023 [

Eligibility / Estimation

Result: If the verification succeeds, an eligibility report appears.
See also:

Verify eligibility and estimate coverage with Exa Clear
Manually verify or clear eligibility of orders

Verify eligibility and estimate coverage with Exa Clear

With purchase of a license you can use the Exa Clear feature to verify insurance eligibility and estimate primary
insurance coverage. You can also generate and print the Good Faith Estimate that satisfies the No Surprises Act.

The following procedure describes accessing the verification and estimation screen from the Edit Study screen, but the
verification and estimation steps are the same when you access the screen from other parts of the program including
when creating an order, or from the patient chart.

@ Prerequisites:

e Add an insurance provider and include the trading partner ID for ImagineSoftware.
e  Obtain Eligibility rights from your administrator.
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Procedure

1. Go to Worklist > Edit Study screen > INSURANCE PROFILE.

£\ EARFSPatientLs, EARFSPatientFs {Acc#EARE3436), 1988-07-07, F, 35Y

STUDY | O CRY 51 O+ MATRL =

PROVIDER TYPE FHOKE B0 POLICY MUKE QROLUE M RELATIONSHE EUBSCRIEER

2. Double-click a profile to open it.

3. Under Eligibility & Estimation, select a service type, and then select the Eligibility / Estimation button.

Eligibility & Estimation

Service Type Benefit OnDate 20230728

4. Continue to the topics below.

—r
1

Eligibility / Estimation

Verify eligibility
1. Selectthe ELIGIBILITY sub-tab.

Eligibility / Estimation: Xx100, Xx (XX1X1181)

Eligibility Status 0 Benefits Date
ELIGIBILITY ESTIMATION
Plan Details

Co-Insurance
Co-Pay
Deductible
Out-of-Pocket

Additional Insurance Information

Result: If not eligible, the screen above appears. If eligible, the eligibility breakdown appears.

500-000883A 299



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Eligibility / Estimation: Rader, Jessica A (RadJ66) 03/05/2001, F, 22¥

Eligibility Status Q Benefits Date  04/D6/2023

ELIGIRILITY ESTIMATION

Plam Detaiks
ACTIVE Paint of Service (POS) - Health Benefit Plan Coverage - Plan Name: AHF Cholce FOS | Disgnostic X-Ray, MRIFCAT Scan
Co-insurance

Indiidual - hagnostic X-Ray, MRISCAT Scan - Visit 20%
Benslits idanmified me consadersd In-Plan-setwork. AL Dther In-Network Providens. Comples iraging Othar Than CAT Scan D0 APPLIES TO OUT OF
POCKET. Complex imaging Professsonal Compsorsnl,COINS AFPLIES TO DUT OF POCKET

Individual - Diagnostic X-Ray, MRIFCAT Scan - Visi 0%
Benyelits identified afe congidered in-Plan-Setwork. AL Other In-Neteork Providers. tulpatierd Xoay and Lalb COMS APPLES TO OUT OF POCKET

Indudual - iagnostic X-Ray, MRISCAT Scan - Visin 0%
Benelits demifed pie congadeted Out-0f-Plan-hetwork. Comples irmaging Crhes Thas CAT Scan CONNS APPLIES TO OUT OF POCHET Comples bniging
Prefessonal Campanail COINS APPLIES TO DUT OF POCKET. Ouipatisnt Neey and Lab COINS APPLIES TO OUT OF POCKET

Co-Pay
Indiwidual - iagnostic X-Ray, MRIJCAT Scan - Visit 150

Benelits identified am consadersd In-Flan-ietwork. A1 Oher in-Meteork Froviders. Complex imaging Other Tham CAT Scan. Comple Imaging Prolessional
Companen. Dutpabest Koy snd Lab

Individuial - iagnostic X-Ray, MRISCAT Scan - Viait 5300
Barvaiita icderified pre considered Oul-Of-Plan-Hetwark, Comple imaging Other Than CAT Scan. Gomples iraging Professionsl Gompoanest. Chlpatiest
Kray and Lab
Deductile
Indévidual - Health Benefit Plan Coverage - Calendar Year - Visit 54500

Benefils idemified sre consadered In-Plan-betworic Plan Begin: 10,071 2022 AN Other Indetwori Providess. DED INCLUDED IM 00P

Individual - Health Benelit Plan Coverage - Remaining - Visil 53832.09

2. To view patient, study, and insurance details, select the down arrow '°' button.
3. Optional. If conditions changed since the benefits on date, select RECHECK ELIGIBILITY.

4. Optional. To print a copy of the verification, select PRINT.

Estimate coverage

1. Selectthe ESTIMATION sub-tab.

Eligibility / Estimation: Xx100, Xx (XX1X11t

Eligibility Status Q Benefits Date

ELIGIBILITY ESTIMATION

Result: If not eligible, the screen above appears. If eligible, the coverage details are shown including the
estimated patient balance.
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Eligibility / Estimation: Niewind, Danielle E (GNO21000) 1992-03-03, F, 31¥

Eligibility Status o Benefits Date  2023-07-05 '
& Co-awance $10.00 Estimated Patient Balance: $155.23
@ Co-Pay £100.00 The balance above is the estimated amount to be collected from the
patient including the deductible, copay and coinsurance amounts for
0 Deductible ¢ Max $100.00 7 5200.00 the selacied procedures
WasDararicn e go.co ET Abdamen and Falvis witheut Gontrast - GFT 74176
BMax Out-of-Pecket £1500,00 CT Abdomen and Pelvie with Contrast - CPT 74177, 09967
SEEE'Ct or Cieal' st Lidfesi to see the To wiew an esfimate for a specific procedure or a8  different
H 4 1o carmiination of procedures, change selected studies above and click
impact on the cost of the visit ol i e

2. To view patient, study, and insurance details, select the down arrow 0 button.
3. Optional. If conditions changed since the benefits on date, select RE-ESTIMATE.
4. Optional. To generate and/or print the Good Faith Estimate, select GOOD FAITH ESTIMATE.
5. Optional. To print a copy of the estimate, select PRINT.
6. Optional. To generate a formal estimation letter, select LETTER.
a) To print the letter, select PRINT.
b) To send the letter in an email, type the recipient's email address and select EMAIL.

See also:

Verify eligibility of preorders and studies with PokitDok
Manually verify or clear eligibility of orders

View or add patient documents from Edit Study

You can view all documents attached to a patient record and their metadata, and add new documents.
Procedure

1. Go to Worklist > Edit Study screen > DOCUMENTS.

E.';" Test, Brad (Acc# TesB1113), 0TARTA2000, M, 23

STUOT : 30 EROR BR CT MATUSSOTH )

Patient Documaents
B heen AN Docirsins

P T TS [ ST HOTER FEATER e FEATED RATE & ST P (s s TE (%3

- &

[ Wituh, Pacy AL 1124 AREST M2VSI0ES T13E ANEST Sl
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2. Toview a document in the list, double-click it.

3. Toreview a document, open a document in the list and select the Reviewed check box (see Require document

review).

4. To add a document by scanning, place the document in the scanner, and do one of the following.

e Toscan one page without scanning options, select QUICK SCAN.

e To scan with scanning options, select the QUICK SCAN arrow. button, and in the shortcut menu, select a
scan type.

5. To upload the document to RIS, select UPLOAD. To add document to the patient chart, select the arrow.
button for and select Patient Document.

Patient Documents m m

SCRATCH bl 0.66 KB

Dacument Type * Other b

Created Date/Time *

031472023 =
1226 PMED | &
Requesied By Select w
Motes Sample

Maximum fle size: 20 MB

SELECT FILES

H Reviewed

e Enter metadata for the document.
e Select SELECT FILES, browse for and select a file, and then select Open.

6. Select SAVE.

See also:

Attach (upload, scan) non-DICOM documents
Attach (upload, scan) DICOM documents

View approved reports

Procedure

1. Go to Worklist > Edit Study screen > APPROVED REPORTS to open a window and display the report.

500-000883A 302



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Result: If an approved report is available, it opens (may take time).

* Test, Brad (Acc#:TesB1113), 01/07,/2000 , M, 23¥

TranecrigtionHandler.ashx

IOMICA MINOLTA

Pathel bt Tesl, S Pt Tiss8 1113
Rifering Prrpsboan Do o Bt £ oy 000
Pricedae AL AnDR A ST iR Dhate ol Bushy: Eca e o i

RERMATH P POSTRCR
b

Arcenakon Humbse Sy 11 e

Exaen: RADNDGRAPH OF THE __ HAND

Technigua: P, obigue and Biersl viess of the _ Ford are subimited
Clinical Data: Fain

Prine Shidias:

Findings: Thers is regioral csteopenia. Scatersd mode e degenerative cranges with
ok space ramowing sciercsis and spumng present. Eary erosive changes PIP and DP

Open the transcription screen

Often you open transcription from the worklist, but you can also open the transcription multipanel from the Edit Study
screen.

Procedure

1. Go to Worklist > Edit Study screen > TRANSCRIPTION to open a window and display the transcription editor

within the multipanel.

o= - & & | kit
il
Accession No: 167, Modality: CT, Study Date

O sutnipan s Tean Study Dezcription: 30 RNDR &R CT MRAI U

.'jn. Test, Laura (Acc#: Tes

EXAM RFORWATI N
= Transcription editor

HLE HOME EEST  PABE LAYOUT  REPCATIG  wiEw  PROE :Ilﬁh
(TRt | [ . By dastt

L i ; ]

b U
ORI A MO Templere:
Madcd nagne T

Coumt- |

Aeading Fhig

Exam; RAMOGRAFPH OF THE __ HAND

See also:

Dictation and transcription with WebTrans
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Dictation and transcription with Exa Trans and Dragon
Dictation and transcription with Exa Voice and Exa Trans

Manage other physicians

You can add or delete other physicians (ones other than the primary, referring, or reading physicians) who are associated

with the current study.
Procedure

1. Go to Worklist > Edit Study screen > OTHER PHYSICIANS.

MOBIY

DOTHER PHYSICLAN MAME

CODE ADDRESS

i Hr.ceool HL7_OB, CC_Celitd DR 807 First Flaor (2T

2. Optional. To add a physician, in the Select Other Physician dropdown list, select a physician.

3. Optional. To remove a physician, select the trash [ button.

Enter notes and reasons for study

You can enter patient notes, study notes, schedule notes, and reasons for the patient’s studies. Generally, you can use:
patient notes for patient specific information; study notes for basic study history or notes from technologist to radiologist;
schedule notes for messages from the front desk; and reason notes for more specific study history.

Eﬁ Caution: Notes are permanent, and may be visible to the patient.

Procedure

1. Go to Worklist > Edit Study screen > NOTES.

500-000883A 304



Exa® PACS/RIS 1.4.33_P5 User's Manual

eXQ-PLATFORM

L\ Test, Laura (Acc#: Tasl 43),01/01/2000 , F, 22¥

ETUDY ROTES PATIENT NOTES BCHEDWLE MOTES REASOM FOR STUDY

USER OATETIME 3

&7 Wik Pach OO0y 11585 AM ESY el fote, muioslly srlened

STUDY - 30 RNDR &R CT ME USA0TH

CALL LOG

2. Selectthe PATIENT NOTES, STUDY NOTES, or SCHEDULE NOTES sub-tab.

3. Select ADD, type notes, and then select SAVE.

STUDY NOTES PATIENT NOTES SCHEDULE NOTES REASON FOR STUDY CALL LOG
Uzer Virtek, Pacs
Date/Time 131552023 8:44 AM EDT
Nates ~ Patient reguested a second opinien.
4. Selectthe REASON FOR STUDY tab.
STUDY NOTES PATIENT NOTES SCHEDULE NOTES REASOMN FOR STUDY CALL LOG

Reason for Study Patient complained of chronic headaches.

5. Type reasons in the box, and then select SAVE.
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Update the patient call log

You can use the call log to save a record of communication to and from a patient regarding an appointment or order. The
worklist has columns for displaying the following information that you enter in the call log: last call made, last call
category, and last call notes. To update the call log:

Prerequisite: Add call categories (see App settings).

Procedure

1. Go to Worklist > Edit Study screen > NOTES.

I\ Test, Laura (Ace#:TesL43), 01/01,/2000 , F 22Y

EMUDY - 30 RMDR IER CT ME UEOTH

STUDY ROTES PATIENT HOTES BCHEDWLE MOTES FEASOM FOR STUDY CALL LG
ustn OATETIME 3 STUCY HOTES:
£ Weuk, Pacs SrDa0eE 11:55 AN EST i Bkl Aot A insally eileres

2. Onthe CALL LOG sub-tab, select ADD.

STUDY NOTES PATIENT NOTES SCHEDULE NOTES REASOM FOR STUDY CALL LOG
Usar
Date/Time 03/15/2023 8:48 AM ED
Call Categary * Schedule b
Callnote = Don't schedule on Wednesdays.

3. Inthe Call Category dropdown list, select a call category.

4. Inthe Call Note box, type notes, and then select SAVE.
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Enter employment and transfer-related information

You can enter various information on whether a patient's iliness or injury was employment-related, the dates of illness,
work absence, and hospitalization. You can also enter information related to the source of a transferred patient.

Procedure

1. Go to Worklist > Edit Study screen > ADDITIONAL INFORMATION.

.E'L Test, Lawra (Acc# Tesla3), 01/01/2000 , F 22Y

ETUDY ; 30 RWOS LR TT MRS LEOTH REQ POSTRCY. -

Paribsat’s Cordon |s Ralaed lo Sowres
O Employmant O Ao Accidest O nver sccidem RiForral o
Hadeeil S1a0a § o
He=zrms Humiser
Durte ol Flegss Oriset, Injurp Accieat, of Fragnascy [LMPT;
o 4 i3]
Crhier Curie =
(Cariem Paliant Unabla ta Wark st Comest Sccugation:
FrameTa B w il
FONALTION Ruris Pariient Hosaitabined Fefased 16 Dumest Samnvipes:
FrameTn 7] o
Sehedile Nobey
O tide Lebs
O piesal o
Clain fuph

2. Enter the information as needed and then select SAVE.

Assign or remove patient alerts

Patient alerts are important notices to staff regarding a patient. You can assign or remove alerts for a patient.

Eﬁ Caution: Failure to add a needed patient alert could result in incorrect treatment or diagnosis.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT ALERTS.
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[\* Test, Laura (Acc#:TesL43), 071/01/2000 , F 22Y

Fall Alart

MR Comirast Allengy
Hama Alert

Patient Clausiraphebic
Fatlent has pacemoker

Patlent |s combathe

MITES

OO0oOO0OO0OO0OO0OoOme

Patient needs physical assistance

ADNTICE

PATEENT el il

2. Select or clear the checkboxes corresponding to the alerts that you want to assign or remove.
3. Optional. To create a new alert, type it in the Custom Alerts box and then select the plus E& button.

4. Select SAVE.

Add allergy information
If your facility uses Rcopia, you can add information about a patient's allergies.
Procedure

1. Go to Worklist > Edit Study screen > ALLERGIES.
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I:f Test, Laura (Acc#:TesL43), 01/01/2000, F, 22Y

ALLERGY DESCRIPTID ALLERGY GO0 REACTION

Mo records found

2. Select ADD, and then add the information as needed.

3. Select SAVE.

View problems
You can view problems associated with the study.
Procedure

1. Go to Worklist > Edit Study screen > PROBLEMS.
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[1" Test, Laura (Acc#:TesL43), 01/01/2000 , F, 22Y

Ma records found

| PROBLEMS

K. CODE CESCRIPTICH

View prior studies and add a new study

You can view a list of prior studies for a patient, and view reports attached to the priors. You can also start the workflow to

add a new study from this part of the Edit Study screen.
Procedure

1. Go to Worklist > Edit Study screen > STUDIES.

47 Test, Loura [Acc#TesLa3), 67/01/2000 , F 22¥

Peirredin Tt Facikity (1Y
Wy CorRpa (=]
o hirredle Tl Facikly <R
b hiirndla Tt Faciy cT
SRl S P el S Facky UE tra B
o QRIAT0TI 530 FH Wireilla Tt Facilfly L Hray
¢ Q8353033 Sl AW harredle Teat Facilty (£ ikra Sourd
EI SN A Ry %Ay
14 QUTMI0ED 5 FH Hernilla Tl Feclly s L B
[ STITTT 1:45 Fid harrnille Tt Fac iy R =4
g PR Al ek mamellp Te Facdy B Arm G

Recpeasag Fesm o
Py s o
10 FRIA A CT MBI LSA0TH oo
0 FHDR LR C7 BRI UROTH b

D VELDCRAETHY FTL UGS RS SUPe L eV T St 2ol

10 FHIN BE 07 KB USSOTHAANF SO LEVTKT S SO00M Schy

50 FRDA BLECT W& 50T Schel
S0RHDR R T M T AP
RO ECHO FTL PLED SPEGTY wt
30 FHDA BECT WRIUACTH st
(P VELOSRETHY FTL A EXE

2. Optional. If a prior study includes reports, select the reports & button on the study row to open the reports.
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3. Optional. To add a new study, select NEW STUDY and then see Set up a patient.

Add a custom form to a study

Custom forms are non-interactive electronic forms intended for delivering information, whereas study forms can both
deliver and gather information (see later topic in this section).

You can open a custom form template, fill it out, save the completed form to the current patient record, sign it
electronically, fax, and print it.

@ Prerequisites:

e Create a custom form.
e To make electronic signatures available, add a signature merge field when setting up the form.

Procedure

1. Inthe worklist, select the edit button of a study.

2. Inthe Edit Study screen, on the left pane, select CUSTOM FORMS.

KA Test, Laura (Acce-TesL43), 01/01/2000 , F 22

3. Inthe Select Custom Forms dropdown list, select a form to add it to the forms table.

4. To view, modify, or sign a form, select the form Ej button in the table.

5. Optional. To add an electronic signature, select SIGNATURE, enter signature information, sign by drawing with
the mouse, and then select SAVE.

6. Optional: To print the form, select PRINT.

7. Optional: To fax the form, select FAX, select the recipient physician, enter optional information under Other,
and then select SEND FAX.
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Add a study form to a study

Custom forms are non-interactive electronic forms intended for delivering information (see earlier topic in this section),
whereas study forms can both deliver and gather information. You can open a study form template, fill it out, save the
completed form to the current patient record, sign it electronically, and print it. You can also make forms available on the
patient portal so that patients can fill them out before an appointment.

Prerequisite: Create a study form.

Procedure

1. Go to Worklist > Edit Study screen > STUDY FORMS.

n SchpatientL6, SchpatientFs (Acc#:SchS1189), 1982-01-07 , F 41¥

m
o

B #  OF Soreening Pam

B & Costren Cordn bad fofanated Dye

B O # HewadTHIRZATHR

Select forms to
_ -4 add to the study

AR Make form
Sl available on
ATk Patient Portal
Excune %o ftum o Werk .

B s and Patient

% Kiosk

2. Inthe Select Study Forms dropdown list, select a form to add it to the forms table.

3. Toview, fillin, or sign the form, double-click it in the table.
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CT Screening Form !

R R R

Computed Tomography (CT) Screening

PATIENT:Eric Test

DOB:01/01/2000 MRN:TesE1077
ACCESSION:1192

REFERRIMNG PHYSICIAN: Referring Test

CHIEF COMPLAINT/REASON FOR STUDY:

) Ma [ Yes |syourreasen for this explain related to an injury? Date of injury:

How wera you injured? [ Mva [ work [ Other

4. Fillin as necessary, and then select SAVE.

5. Optional. To add an electronic signature, select ADD SIGNATURE, enter signature information, sign by drawing
with the mouse, select SAVE or SAVE TO PATIENT DOCUMENTS, and then close the signature dialog.

6. Close the form.
7. Optional: To print forms in the list, select their checkboxes and then select PRINT SELECTED.

8. Optional: In the forms table, next to the Patient Portal column header, select the checkbox to make the forms
available in the patient portal.

See also:

Draw on a study form image

Draw on a study form image

While filling out a form, you can draw basic shapes on any images included in the form.
Prerequisite: Create a study form

Procedure
1. Go to Worklist > Edit Study screen > STUDY FORMS.

2. Double-click the form name to open it.
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2. Hoverover animage on the form to display the drawing toolbar.

COO0Ox+mTH

12 3456 7
Do any of the following:

e Select Color Picker (7) and then select a color to apply to items that you draw.

e Select Rectangle (2), Ellipse (3), and then drag on the image to place the shape.

e Select X-Stamp (4), and then click to place the stamp.

e Toedita shape, select Select (5), select the shape, and then drag to move the shape, or drag the shape’s
handles to resize.

o Todelete selected shapes or stamps, select them and then select Delete (6).

o Todelete all shapes and stamps, select Clear (1).

See also:

Add a study form to a patient record

Specify a follow-up exam

If a patient needs a follow-up exam, you can specify the need for the follow up and the general time frame. To schedule
follow-up exams, see Schedule a follow-up.

Procedure

1. Go to Worklist > Edit Study screen > FOLLOW UP.

‘I:I., Test, Lowm (Acc#; Tesl4%), 00/017/2000 , F 227

2. Inthe Follow Up column, select a reason for the follow-up.
3. Inthe Next Follow-Up column, select a time horizon for the follow-up.

4. Select SAVE.
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Refer a patient

Referrals is a legacy Meaningful Use feature that is no longer available.

View activity logs
You can view a log of program activity and export the log to Excel.

Procedure

1. Go to Worklist > Edit Study screen > ACTIVITY LOG.

D\ Test, Laurs (Acc#:Tesl43), 01/01/2000 , F, 22

From [QAOAZEGES 110000 AMES  [F] fo| IR PA L [ e [oreres Gy [
LOOGEDOATT = SCFITH Lo DESCRTTION

W B RS 1506 PR ST Drds Fooma ek Pack [FETTSR—", ———

% B DLV 1200 PR EST Pk Mlarts sk irreemd parierd war

3 B froroaE E o BET  Sumend chenl e | i e AT

WO G 1125 AR EST - Fhuy Moisr ‘ezakPaca W Cramed may no

% H SN0 11 5T MAEST  Befrg Py ek S 1ad M Ptreg Frove [Tl Eateraag) sdced

2. Change the range of dates to filter the activity that you want to view.
3. Toview details of an entry, double-click the entry.

4. Optional. To export the longs, select EXPORT TO EXCEL.
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Exam screen for technologists

Users signing in with a technologist user account see a technologist-specific version of the Edit Study screen called the
Exam screen for technologists (or the Technologist screen) that helps them work more efficiently. To open the screen,

select the edit button in a worklist study row.

Censusld4, Censusf4 - 01/01/1999 - CenC103

1236

Appointment Type
Bady Part Select -

Qrientatian Select

Scheduled Date

Duration mirites

Study Brder Sludy Nates
I araticn
Exam screen for technologists: upper-left (left) and upper-right (right)
See also:

Configure a technologist
Use the exam screen for technologists

Add charges and NDCs in the exam screen for technologists

Use the exam screen for technologists

To use the exam screen for technologists (the Technologist screen):

Prerequisite: Configure a technologist.

Procedure

1. Signinas atechnologist (or a user linked to a technologist).

2. Select the edit button in a worklist study row.

Result: The Technologist screen opens.

3. Near the upper-left part of the screen, select a study tab (an accession number).
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4 ENER

XL Documents
[ Studies
& Study Farms

= #dd Charges

4. Proceed with technologist workflow, using the settings and tools described in the following table.

View patient alerts.

Appointment Type

Ifthe original appointment type was incorrect or otherwise changed after
scheduling, you can select a new one.

Note: It may be necessary to authorize all or parts of any new appointment type
you select.

[Other settings]

Select as needed.

TECH START/END Select upon starting and ending the exam. Exam duration statistics are recorded
based on the times these buttons are selected, and are used in reporting.

TECH PAUSE Select when an examisinterrupted, such as by a difficult patient.

UNREAD Select toreset the study's status to Unread.

Notes (Study, Schedule, Patient,
Reason)

Select a category of note, and then type notes. If macro notes were configured
(see Configure macro notes), you can select them from the dropdown list.

ABORT

Select to abort the exam, such asin an emergency.

5. Atanytime, select SAVE to save changes.

6.

In the lower-right part of the screen, you can use the following:

Documents Select to view or add documents to the study or order.
See View or add patient documents.

Studies Select toview a list of prior studies for the current study. Opens the STUDIES tab
ofthe Edit Study screen.

Study Forms Select to add, edit, or delete study forms from the study.
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Opensthe STUDY FORMS tab of the Edit Study screen.

Add Charges Add new charges to an exam (see Add charges and NDCs in the exam screen for
technologists).

7. When the exam is complete, select TECH END, and then SAVE.

Add charges and NDCs in the exam screen for technologists

Technologists can add charges to an exam if needed for such things as contrast material. The charges correspond to CPT
or health service codes, and any associated NDC codes.

@ Prerequisites:

e Configure NDCs
o To make NDCs available here, add a CPT code with NDCs to the appointment type being performed.

See Configure appointment types.

Procedure
1. Open astudy in the Technologist screen, and then select Add Charges.

2. Inthe Add Additional Charges dialog, select ADD CHARGE.

Add Additional Charges - 3571

Apcesuion No. CPT Coda CPT Dascription MOC  Unils aill
+ -]
| ]

m w= 160 PYm=1 80 G (MZTE3}

0.05.{P0043)

005 {PO047)

.03 {PO043)

3. Inthe CPT Code column, select the CPT code for the additional charge.

Note: Alternatively, you can select the CPT Description.

4. Optional: In the NDC column, select the add button, and then search for a code to add in the Search NDC
Codes list.
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Search NDC Code =

MEC Package Code

[T
aEranigth

Unit of Measure

Lot Humber *

Amount Lsed =

Fiowrta Solect
Needle Gauge Select
Reaction O] ves

Package Description

Labeler Mame

Expiration Date *

Linitg *

e Administration Sde Solect

- Adrninistered By Salect A

5. Modify the following settings as necessary.

@ Note: Use the same value for the Amount used and Units.

NDC Package Code

Type the code from the manufacturer.

Strength

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

Unit of Measure

Type the unit of measure.

Lot Number

Type the lot number of the drug.

Amount Used

Type the amount of drug administered.

Route

Select the administration method for the drug.

Needle Gauge

Ifa needle was used, select the gauge.

Reaction

Select ifany reaction occurred.

Package Description

Type the description of the package from the manufacturer.

Labeler Name

Type the name of company corresponding to the labeler code segment in the
Product NDC.

Expiration Date

Type the expiration date of the drug.

Units

Type the number units (e.g. vials) used.

Admin Site

Select the site where the drug was administered.

Administered By

Select the person who administered the drug.

6. Select SAVE.

See also:

Use the exam screen for technologists

Add charges and NDCs for wasted contrast
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Add charges and NDCs for wasted contrast

When entering charges in the Technologist screen, you may be required to enter charges and corresponding NDCs for the

amount of contrast material used, and for the amount wasted (if any).

Procedure

1. Open astudy in the Technologist screen, and then select Studies > CHARGES/PAYMENTS.

2. Inthe Additional Charges dialog, enter a charge for the used contrast, and select SAVE.

3. Inthe NDC column, select the plus button.

4. Enter information for the NDC in the usual manner, entering the amount of contrast used in both the Amount
Used and Units fields. Select SAVE.

5. Backin the Technologist screen, repeat the above steps to enter a charge and NDC for the wasted amount of
contrast, entering the amount of wasted contrast in both the Amount Used and Units fields. Select SAVE.

6. Inthe CHARGES/PAYMENTS screen, in the M1 box of the charge for wasted contrast, type the JW modifier.

The two charges should appear something like the following.

L1 Teat, Barry {Acc@NCDOATL 10 VRIE, M, 12V

mERA N Dew
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QC operations

All DICOM studies from other AEs initially appear on the QC tab, and are automatically evaluated for conflicts with PACS
studies, RIS orders, and other data based on user-defined receiver rules. If no conflicts are found, the studies are
automatically moved to the worklist (this is knows as the "QC-to-Live" process). If conflicts are found, the studies remain
on the QC tab for you to reconcile.

The following topics in this section describe how to use the QC tab and reconcile these conflicts.

Prepare the QC tab

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics
Reconcile conflicts by creating an order

Move QC studies to the All Studies tab

See also:

Understanding receiver rules

Prepare the QC tab

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
To find conflicts needing reconciliation more easily, you can sort studies in the QC tab of the worklist by their QC status.

Prerequisite: Obtain QC user rights.

Procedure

1. Go to Worklist > Settings > User Settings.

2. Under User Settings, select Show QC.

User Settings

O show Row Mumber
[0 show Priors
Show OC

Show Campleted in Pending List

M cbenedees T2k

3. Toshow exams in Completed status, select Show Completed in Pending List.
To show exams in Conflict status only, clear the checkbox.
4. Select SAVE.

5. Onthe worklist, select the QC tab.

500-000883A 321



Exa® PACS/RIS 1.4.33_P5 User's Manual

eXQ-PLATFORM

= Worklist

RULE

STATUS

STUDY DATE

+ ¥ B ROVA 2022-06-17 936 AM EDT
+ = DEFAULT RULE 202 2-06-0r2 9:29 PM EDT
+ 7 80 =i MY NOVA 202 2-06-0% 9:29 PM EDT
S 2 PRI cAnd ng s noas BasEeE

MGS

(]

446

PATIENT

Rand, Todd

Masquef, Carlos Ariel

EXAMMFT

MORALITY STUDY DESCRIF

All L

D Shoulder BT

MR COLAMGIORESC
KR COLAMGIORESD

nufs P &

6. On the search bar, click inside the STATUS box.

7. Select a status (such as “Conflicts”) and select APPLY FILTER.

See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics

Reconcile conflicts by creating an order
Move QC studies to the All Studies tab

Reconcile conflicts by matching to a RIS order

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
To reconcile conflicts, start by trying to match the conflicting study to a RIS order.

Prerequisite: Prepare the QC tab.

Procedure

1. Onthe worklist QC tab, find a study whose status is Conflicts, and select the "reconciliation dot."

= Worklist

RULE

OCrH&DL UL

DEFAULT RULE

DEFALULT RULE
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2. Inthe Reconcile dialog, under Suggestions, if an order in the list matches the Current Study, select its
SELECT button, and then select OK. If no suggestion matches, skip to the next step.

S

Reconciliation (Study)

conflictReason : Mo patients matched, Move to Live option{$TUDY) disabled

Current Study
Patiert Hame:  EXA"IMPT {EXAMP) pop: 19240100
Serview Deseriplion  [Arcd: S04400057240 |, COLANGIIRESONAREL-S Body Past;  ABDOMEN
Study Date: 20220608 529 PM EDT IReferring Physician:

Suggestions

STULY DATE - PATHEMT MAME ooe STUDY DESCH ACCESSION M ACCOUNT MO ORDER I AEFERRENG PHYS]

Mo tecords foued

3. Under RIS Orders, search for more potential matches by typing criteria in the search boxes. If a match is found,
select its SELECT button and continue as above.

4. Hint: Find patients in your EHR or other sources for possible matches.

RELOAD
RIS Orders
STUDY DATE PATIENT NAME DoB STUDY DESCR ACCESSION M ACCOUNT NC. ORDER DA REFERRIMG PHYS!
2022-08-07 323 One*Two2 19%0-10-10 BOME LEMGTHTTSEB935040 5625142 202208401
miﬂzi -08-01 8:3 Celina_01, Reg sP 2000-05-04 BOME LENGTHCelina31_01 =il 2022-0E-01Cedina, Hefer.'lng

5. Onthe QC tab, right-click the study and select Reprocess.
6. Confirm that the study no longer has a status of Conflicts.
See also:

Reconcile conflicts by manually editing demographics

Reconcile conflicts by creating an order
Move QC studies to the All Studies tab
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Reconcile conflicts by manually editing demographics

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
If the conflict reason on screen is Multiple matches/Account# conflicts for patients, you can edit the demographics
of the conflicting study to match a patient in the Exa PACS/RIS database, or vice versa (edit a patient in the database to
match the conflicting study).

Prerequisite: Prepare the QC tab.

Procedure

1. Onthe worklist QC tab, find a study whose status is Conflicts, and select the "reconciliation dot."

{ RLULE

b - . = OCrH&UL UL

+ ;:’?H-" © I DEFAULT RULE

e & ® ! DEFAULT RULE

[

2. InChrome, open another instance of Exa PACS/RIS, and on the burger menu, select PATIENT.
3. Search for a patient chart that is likely to be the match for the conflicting study.

Hint: Find patients in your EHR or other sources for possible matches.
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= Patient &

Starts With | Al * O show Inactive [ Break the Glass

123456

IMPORT PATIENT

PATIENT SEARCH RESULTS

boost"breast - FIX_123456, 123456
DOE: 01,/01/1900

Browning, Patrick - 12345677128756
DOB: 02/08/1977

Dental*Patient - 12345677, 12345677
DOB: 10/10/2000

FOOT*ULTRA - 123456, 123456
DOEB: D4/05/2015

In the example, the MRN matches multiple studies -- select the correct one

4. Open the likely matching chart, edit demographics as necessary, and then select SAVE.
5. Onthe QC tab, right-click the study and select Reprocess.
6. Confirm that the study no longer has a status of Conflicts.

See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by creating an order
Move QC studies to the All Studies tab

Reconcile conflicts by creating an order

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
If you cannot find a RIS order that matches or should match a conflicting study, you can reconcile by creating a new order
that matches.

Prerequisite: Prepare the QC tab.

Procedure
1. Onthe worklist QC tab, find a study whose status is Conflicts.

Write down the key information from the study that you would need to create an order (patient demographics,
MRN, study information, etc.).
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2. Create an order for the conflicting study by following the steps in A typical scheduling workflow.

3. Onthe QC tab, in the conflicting study’s shortcut menu, select Reconciliation.

4. Inthe Reconciliation dialog, under RIS Orders, find the order you just created and select its SELECT button.
5. Onthe QC tab, right-click the study and select Reprocess.

6. Confirm that the study no longer has a status of Conflicts.

See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics

Move QC studies to the All Studies tab

Move QC studies to the All Studies tab

If you want to use a study in the QC tab even though it is not reconciled, you can manually move it to the All Studies tab.
Prerequisite: Prepare the QC tab.

Procedure
1. Inthe worklist, select the QC tab, and then find a study that you want to move.

2. Inthe study’s shortcut menu, select Move to All Studies.

Note: If Move to All Studies does not appear in the shortcut menu, try selecting Reprocess first.
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Worklist
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Reprocess
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See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics
Reconcile conflicts by creating an order
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Work with dictation and transcription

Exa PACS/RIS offers three main solutions for dictation and transcription.
e Dictation and transcription with Exa Voice and Exa Trans
o Dictation and transcription with Exa Trans and Dragon

e ExaDictation and transcription with Web Trans (comes standard)
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Dictation and transcription with Exa Voice and Exa Trans
If you purchased Exa Voice with Exa Trans, you can dictate and transcribe simultaneously. Exa Voice is a "zero footprint"
solution for higher performance.

If you did not purchase Exa Voice, you can use Dictation and transcription with Web Trans to dictate findings and
transcribe them manually, and use the features of the multipanel for transcription related tasks.

This section contains the following topics.

Turn on Exa Voice and Exa Trans

Dictate and transcribe a study

Edit and approve transcriptions

Add a dictation or transcription addendum
Manage transcription templates

Configure substitutions

Configure vocabulary
Customize Exa Trans

Use voice commands
Change text to uppercase
See also:

Assign keyboard shortcuts for Exa Trans
Dictation and transcription with Exa Trans and Dragon

Turn on Exa Voice and Exa Trans

You must turn on Exa Voice and Exa Trans before using them.

@ Prerequisites:

e An administrator must create an Exa Voice account for each user.
e |nstall Exa Trans.
Procedure
1. Go to Worklist > Settings > User Settings.

2. Onthe right side, under Voice recognition, select nvVoq (Exa Trans).

Violce recognition Dragm +

Dragan (Exalrans)
Dictation (WebTrans)
nViaq (ExaTrans)

Delay Load of Exa Tra...

E. n o E

3. Select SAVE.

500-000883A 329



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

4. Sign out of Exa PACS/RIS, and then sign in again.

Next: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Voice and Exa Trans

Dictate and transcribe a study

With Exa Voice and Exa Trans you can dictate and transcribe findings simultaneously. If you pause dictation, during the
next 30 seconds you can use voice commands or resume dictation without losing the connection to Exa Voice. After the
30 seconds, dictation "stops," and the connection closes. To dictate multiple studies at once, see About Linked

Reporting.

Prerequisite: Add a transcription template.

Procedure

1. Inthe worklist, find an unread study and select its transcription button.
2. Inthe Exa Trans window, in the Templates dropdown list, select a template.
e You can "call in" (open) a template by speaking a macro keyword if it appears in the template list.

o Select All to show all templates, or clear to show only templates applicable to the current study.

¥ EcaTrans
Transcrption Documents Pricr Reports Marigor | n'Vioq Options
Templates | WM - CT general v I an Flag '_
Select
Mammal
! I Basic Macro ﬁ
L-spine

macro category 2

macoro Comparison

macro dexa

Macra female pehvis ultrasound
Macro General Template
Macro MRI CERVICAL

MG 2D

Reno - MR Ankle

Wi - CT general

3. Press the button on the microphone, and then begin dictating. Press the button again to pause/stop.

@ Notes:

e Depending on configuration, you may need to hold the microphone button down continuously to
record.
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e You can also select the dictation ® button in the bottom-right corner of the screen to start recording,
0

and ¥ to pause.
e You can use voice commands and buttons to move between fields (until approval).
4. Optional. To view the hypothesis text during dictation, select the Show Hypothesis link.

5. Select Save.

Next: Edit and approve transcriptions
Previous: Turn on Exa Voice and Exa Trans

Parent: Dictation and transcription with Exa Voice and Exa Trans

Edit and approve transcriptions

You can edit and approve saved transcriptions.
Note: If approving a main study, any activity related to TAT recording affects any of its linked studies

(see About Linked Reporting).

Procedure

1. Inthe worklist, select the transcription button of a dictated study.
2. Inthe editing screen, review the transcription, make any needed changes, and then select Save.

3. Selecte-Sign & Approve, or Approve and Next.

Next: Add a dictation or transcription addendum
Previous: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Voice and Exa Trans

Add a dictation or transcription addendum

You cannot edit transcriptions after approval, but physicians and transcriptionists can add addendums in order to correct
mistakes or insert new information.

Procedure

1. Inthe worklist, select the transcription button of an approved study.

2. Toadd a dictation addendum, repeat the steps in Dictate and transcribe a study.
The status of the dictation reverts from Approved to Dictated.

3. To add a transcription addendum, select Add Addendum.

4. Type new text, and then select Addendum Save.

5. Select Addendum Submit for Review.
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The status of the dictation reverts from Approved to Transcribed.

Previous: Edit and approve transcriptions
Parent: Dictation and transcription with Exa Voice and Exa Trans

Manage transcription templates

In Exa Trans, you start dictation by selecting a transcription template that you prepare in advance as described in Add a
transcription template. This topic introduces the Template Manager, which you can use to manage your transcription

templates.

Prerequisites: Obtain the Transcription Template user right.

Procedure
1. Inthe worklist, find an unread study and select its transcription button.

2. InExaTrans, in the upper-right corner, select the transcription template manager ? button.

3. Inthe Template Manager dialog, on the New tab, you can create a new private template based on the current
template.

Template Manager

v Delcte
Mame :

Macro Keyword:
Modality : )
BD
_'h.:"|
Wit

L%

e ':_1:::_ L

[pencil button] Select to open the transcription template configuration screen.

Name Type a name for the new template.

Macro Keyword Type a macro keyword that can be voice-recognized to call in (open) the template.
Modality Select modalities to which to apply the template.

4. Select SAVE.
5. Optional: On the Update and Delete tabs, select active non-global templates and then edit or delete them.

See also:
Dictation and transcription with Exa Voice and Exa Trans
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Configure substitutions

You can add substitutions (voice macros) to Exa Voice so that you can speak something short to type something long.
With the example substitution below, when you say "mammo" Exa Voice types "mammography."

Procedure

1. Inthe worklist, find an unread study and select its transcription button.

2. InExaTrans, onthe nVoq Options tab, select Substitutions.

.

3. Optional. To view previously saved substitutions, select Substitution List.

L 4

[‘.’rm Dizaosresris Pror Paspaory M car oy Oiptaors

>

4. Inthe New Substitution dialog, enter the following settings.

ke i
Cergor pmon

einen 2ot

(=] o

Level Select Account to make the substitution available only to you. Select Organization
to make the substitution available to all.

Spoken Type the voice macro command (the word or phrase spoken to activate the
substitution).

Description Type a description of the substitution.
Written Type the text that nVoq substitutes (inserts) when the voice macro command is
spoken.

5. Select Save.

See also:
Dictation and transcription with Exa Voice and Exa Trans

Configure vocabulary

You can add words and phrases to nVoq's vocabulary so that it can recognize proper names of people, places, product
names, and uncommon words.
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Prerequisite: Turn on Exa Trans and nVoq.

Procedure

1. Inthe worklist, find an unread study and select its transcription button.

2. InExaTrans, on the nVoq Options tab, select Vocabulary.

¥

Trarmortan [ e B Pror Paspaorty Pt ooy niiody Oiptors _

>

3. Inthe Vocabulary screen, select one of the following:

e Account - The current vocabulary is available only to the current user.
e Organization - The current vocabulary is available to all users in the facility.

==& Pronunciation

4. Inthe Written box, type a word or phrase.

5. Optional: In the Sounds Like box, type pronunciation.

Note: Usually leave this blank. Try adding pronunciation if Exa Voice frequently fails to recognize the word
or phrase.

6. Select Save.

See also:
Dictation and transcription with Exa Voice and Exa Trans

Customize Exa Trans

If supported by your version you can modify Exa Trans settings in the Options tab, or by editing the configuration file.

Edit settings in the Options tab

In Exa Trans, select the Options tab, and then modify the following settings.
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Application
Theme | Light

B Show Hypothesia
B Fin Hypathesis

[} Show "Enasble Apprevals” Checkbox

Edior
[_] Keep Delimiters

] Replace Enbre Word

n

Yoq

Iicrophone
« | ) Hold Button To Record
Butten Mappangs
! Button Action Pararneter
| FastForward Next Field
| Fawnd Prevvioua Feld
SeckSiat None
| SeekEnd HNene

Theme

Select Light or Dark.

Show Hypothesis

Show hypothesis text as you dictate.

Pin Hypothesis

Pin the hypothesis text to the left.

Show "Enable Approvals" Checkbox

Show the checkbox.

Keep Delimiters

When replacing variables with text, leaves the brackets (or other delimiting
characters).

Replace Entire Word

Evenifonly a part ofaword is selected, dictated text overwrites the entire word.

Hold Button to Record

Select: Hold down the button during recording.

Clear: Press the button once to record, again to stop.

Button Mappings

Configure buttons for SpeechMikes and PowerMics.

nVoq

Available if using nVog. See Configure substitutions and Configure vocabulary.

Edit the configuration file

If supported in your version, you can directly open and edit Exa Trans settings for nVoq.

1. Inatexteditor, open [drive]:/Viztek/Exa/trans/bin/KMHA.exaTrans.WinApp.exe.Config.

2. Edit the following lines as needed.

Show/hide <add key="ViewHypothesisText” 0=Hide
hypothesistext | value="*1"/>

1=Show
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Pin hypothesis | <add key="PinHypothesisText” value="“1"/>| 0= Unpin (text moves with the cursor)

text
1 =Pin (pinstext to the left side of the Exa Trans window)

Mic button <add key="ApproveOnMic” value="Off” /> | Off=Mic buttons do not trigger Approve and Approve & Next

triggers Approve
% op On = Mic buttons trigger Approve and Approve & Next

Light or dark <add key="Theme” value="Dark” /> Dark = Darker user interface
theme

Light = Lighter user interface
Recording <add key="PauseRecordingTimeout” Settingrange: 0-30
timeout value="30" />

0 =Recording stopsimmediately without entering Paused state

30 = Recording stops 30 seconds after entering the Paused state

See also:
Dictation and transcription with Exa Voice and Exa Trans

Use voice commands

When using Exa Voice, in addition to substitutions, you can use the voice commands described in the following table.

[voice macro keyword] Runsthe preconfigured voice macro to open a transcription template.

Select [word or phrase] Selects words and phrases.
Example: Say, "Select cardiac arrest" to select the word "cardiac" followed by the word
"arrest."”

Select [word] through [word] Selects arange of words
Example: Say, "Select food through department" to select the phrase "food and beverage
department.”

Next variable Selects the next set of brackets within the report and their contents.

Next field

Previousvariable Selects the previous set of brackets within the report and their contents.

Previousfield

Next line Adds a line after the current line

New line

Letter Capitalizesthe current letter

Capital

Caps Capitalizesthe first letter of the current word

Capson Turns capitalization off the first letter of all words ON and OFF

Caps off

All caps Capitalizesall lettersin the current word

All capson Turns capitalization of all letters of all words ON and OFF

All caps off
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Lowercase

Overwrite

Setsthe first dictated word in lowercase

Numeral one period

One period

Creates a numbered list and capitalizes the first letter of each list item

Number next

Next number

Createsa numbered list, capitalizes the first letter of each list item, and adds a new line
before eachitem

Letter next

Createsa lettered list, capitalizes the first letter of each list item, and adds a new line
before each list item.

Period

Next letter

Scratch that Iftext is currently selected, deletes the selection. Iftext is not currently selected,

Delete that deletes the previously transcribed phrase. Repeat the command to delete the 10 most
eletetha recently entered instances of stable text.

Undo Undoes the 10 most recent user actions, including dictation of text or use of other voice

commands (same as the Windows Undo command).

Comma

Colon

Semicolon

Hyphen
Dash

Minus sign

Question mark

Exclamation mark

Exclamation point

Open paren

Open parenthesis

Close paren

Close parenthesis

Open brace

Open curly brace

Close brace

Close curly brace

Open bracket

Open square bracket

Close bracket

Close square bracket

Lessthan sign
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Open angle bracket

Greater than sign >

Close angle bracket

Hash sign #
Number sign

Pound sign

At sign @
Asterisk *

Asterisk sign

Ampersand &
And sign

Tilde sign -
Forward slash /

Slash

Backslash \

Double slash 11
Quote 1]

Open quote

Open double quote

Start quote

Unquote ”
Close quote
Close double quote

End quote

Open single quote ‘

Close single quote ’

Apostrophe L

Apostrophe S 'S
Percent sign %
Ellipsis

Dollar sign $
Equal sign =
Plussign +
Multiplication sign *
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+
|

Division sign

Plus or minus sign

Underscore sign

Vertical bar

One quarter sign A

One halfsign 15

Three quarters sign 3
March seventeen two thousand March 17,2023

twenty-three

March seventeen twenty twenty-
three

Three seventeen twenty twenty-three 3/17/2023

Three slash seventeen slash twenty
twenty-three

Three dash seventeen dash twenty 3-17-2023
twenty-three

Twopm 2p.m.

Two thirtyam 2:30a.m.
Betweentwopmand five pm Between 2 p.m.and 5 p.m.
Zero eight hundred hours 0800 hours

Oh eight hundred hours

Zero zero twenty two hours 0022 hours

Zero zero two two hours

Numbers, dollars, and cents

One hundred 100
one hundred twenty 120
Three hundred fifty two 352
Point five 0.5

Zero point five

Seventy five dollars and fifty cents $75.50

Roman fifteen XV

(1-19 available only)

See also:
Dictation and transcription with Exa Voice and Exa Trans
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Change text to uppercase

In Exa Trans, you can change selected text from all lowercase, or mixed uppercase-lowercase, to all uppercase.

Procedure

1. Inthe Exa Trans template, select text to change.

2. Inthe upper-right corner of the screen, select the Case A button.
Result: The text changes to all uppercase.
Example: tHis IS sample TEXT > THIS IS SAMPLE TEXT

See also:
Dictation and transcription with Exa Voice and Exa Trans
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Dictation and transcription with Exa Trans and Dragon
If you purchased Exa Trans with Dragon, you can dictate and transcribe simultaneously. For higher performance,

consider Exa Voice (Exa Trans with nVoq). Otherwise, you can use Dictation and transcription with Web Trans to dictate
findings and transcribe them manually, and use the features of the Exa Panel for transcription related tasks.

Note: Often, Transcriptionists use Exa Dictation with Web Trans, whereas Radiologists use Exa Trans with Exa
Voice or Dragon.

This section contains the following topics.

Turn on Exa Trans and Dragon

Dictate and transcribe a stud

Edit and approve transcriptions
Add a dictation or transcription addendum

About using Exa Trans and Web Trans

Turn on Exa Trans and Dragon

You must turn on Exa Trans before using it by turning on the Dragon speech-to-text option in the user settings.

Prerequisite: Install Exa Trans.

Procedure

1. Go to Worklist > Settings > User Settings.

2. Onthe right side, under Voice recognition, select Dragon.

Vaice recegnition Dragon| w
Dragon (ExaTrans)
Dictation (WebTrans)
Other (Exa Trans/SDE)
Off (None)

Delay Load of Exa Trans

Exa Trans Font

— |

3. Select SAVE.

Next: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Trans and Dragon

Dictate and transcribe a study

With the integrated Dragon speech-to-text application, you can use Exa Trans to dictate and transcribe findings
simultaneously.

Procedure

1. Inthe worklist, find an unread study and select its transcription button.
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2. Inthe Exa Trans window, in the Templates dropdown list, select a template.
3. Optional. To use a voice command, with the Templates dropdown list open, say, “Macro [template name].

4. Place the cursor where you want to add text.

5. On the Dragon toolbar, select the record E button, and then begin dictating.
Select stop when finished.

6. Select Save.

Next: Edit and approve transcriptions
Previous: Turn on Exa Trans and Dragon
Parent: Dictation and transcription with Exa Trans and Dragon

Edit and approve transcriptions

In Exa Trans with Dragon, you can edit and approve saved transcriptions. If approving a main study, any activity
related to TAT recording affects any of its linked studies (see About Linked Reporting).

Prerequisite: Turn on Exa Trans and Dragon.

Procedure

1. Inthe worklist, select the transcription button of a dictated study.
2. Inthe editing screen, review the transcription, make any needed changes, and then select Save.

3. Selecte-Sign & Approve, or Approve and Next.

Next: Add a dictation or transcription addendum
Previous: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Trans and Dragon

Add a dictation or transcription addendum

In Exa Trans with Dragon, approved transcriptions cannot be edited. However, physicians and transcriptionists can add
addendums in order to correct mistakes or insert new information.

Prerequisite: Turn on Exa Trans and Dragon.

Procedure

1. Inthe worklist, select the transcription button of an approved study.

2. Toadd a dictation addendum, repeat the steps in “Dictate and transcribe a study.”
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Exa PACS/RIS reverts the status of the dictation from Approved to Dictated.
3. Toadd a transcription addendum, select Add Addendum.
4. Type new text, and then select Addendum Save.
5. If not using Dragon, select Addendum Submit for Review.

Exa PACS/RIS reverts the status of the dictation from Approved to Transcribed.

Previous: Edit and approve transcriptions
Parent: Dictation and transcription with Exa Trans and Dragon

About using Exa Trans and Web Trans

Exa Trans and Web Trans (with the multipanel) are designed to work in sync. Exact behavior depends on various rights,
actions, and settings, as in the following examples.

Action/Condition Effect

Close Exa Trans Also closes Web Trans
Web Transrights assigned Web Trans available
Exa Trans rights assigned Exa Trans available only if the Dragon user setting is also turned ON.

Auto-Open Orders + “Documents” selected| Ifan order auto-opens, the Documents screen auto-opens.

Auto Open Orders enabled AND Viewer Documents auto-open in the Documents screen of the multipanel in Monitor 1.
Settings > General > Display Settings >
Monitor 1 = Documents

Auto Open Orders disabled AND Viewer Documents do not auto-open, but if manually opened, they open in the multipanel in
Settings > General > Display Settings > monitor 1.
Monitor 1 =Documents

Exa Trans and Web Trans enabled within Exa Trans and Web Trans both open when an order auto-opens.

Auto Open Orders
P You can configure which monitor they open in in the Display Settings, or leave blank to

open in the main monitor.

Exa Trans set to auto-open AND Web Trans | Only Exa Trans opens when a study opens (but you can still manually open Web Trans).
not enabled in Auto Open Orders

Set Exa Trans or Web Transto openon a Manually opening Exa Trans or Web Trans opensit in the specified monitor.
specified monitor

Web Trans set to auto openin Auto Open Web Trans auto opens when the viewer is opened, in the specified monitor, if so
Orders, but not Exa Trans configured.

User selects the Exa Trans or Web Trans Exa Trans or Web Trans opens on the same monitor as the worklist.
button on the worklist

Exa Trans Study is approved, viewer closes, Exa Trans minimized.

Esign & Approve

Exa Trans Study is approved, viewer and Exa Trans open with next available study.
Approve & Next

Exa Trans Study status changes to Not Approved, viewer closes, and Exa Trans minimizes.
Not Approve
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Exa Trans Study staysin Unread status, viewer and Exa Trans open with the next available study

Skip

Exa Trans Study status changes to Draft, viewer and Exa Trans remain open with current study

Save

ExaTrans Study status changes to Pre-Approved, viewer closes, and Exa Trans minimizes

Pre Approve

Exa Trans and Web Trans Exa Trans closes, Web Trans minimizes or closes

Esign & Approve

Exa Trans and Web Trans Study status changes to Approve, viewer, Exa Trans, and Web Trans open with the next
available study

Approve & Next

Exa Trans and Web Trans Study status changes to Not Approved, viewer, Exa Trans, and Web Trans minimize or
close.

Not Approve

Exa Trans and Web Trans Study statusremains Unread, the viewer, Exa Trans, and Web Trans open the next

. available patient or study.

Skip

Exa Trans and Web Trans Viewer, Exa Trans, and Web Trans remain open. If the user closes the viewer, Exa Trans
and Web Trans also close.

Save

Exa Trans and Web Trans Study status changes to Pre-Approved, viewer and Web Trans close.

Pre Approve

Next: Edit and approve transcriptions

Previous: Turn on Exa Trans and Dragon
Parent: Dictation and transcription with Exa Trans and Dragon
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Exa Dictation and transcription with Web Trans

As the entry-level dictation and transcription solution in Exa PACS/RIS, radiologists can dictate findings in Exa Dictation,
and the transcriptionist can transcribe them in Web Trans. Web Trans features "the multipanel,” a centralized screen for
managing transcriptions and other assets. For more advanced solutions, see Dictation and transcription with Exa Trans

and Dragon and Dictation and transcription with Exa Voice and Exa Trans.
This section contains the following topics.

Turn on Exa Dictation and Web Trans

Dictate a study
Edit and approve transcriptions in Web Trans
Enter notes in Web Trans

Manage documents in Web Trans
Manage prior reports in Web Trans

Turn on Exa Dictation and Web Trans

To get started, configure Voice Recognition as follows.
Prerequisite: The dictating radiologist and transcriptionist must both Install Exa Dictation on their workstations.
Procedure

1. Go to Worklist > Settings > User Settings.

2. Onthe right side of the screen, under Voice recognition, select the following:

Volce recognition Dragoni

Ciragon :E'x_aT'rané:] )

Delay Load of Exa Trans
ver (Exa Trans/SDE)
D_"T' {Mone)

Exa Trans Font

e Transcriptionist: Dictation (WebTrans)
o Radiologist: If you will be signing off on reports, select Dictation (WebTrans). Otherwise, select Off (None).

3. Select SAVE.

Next: Dictate a study
Parent: Exa Dictation and transcription with Web Trans
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Dictate a study

In Exa Dictation, radiologists can record dictation without simultaneous transcription by using the dictation toolbar

LU »L]
Prerequisite: Add a transcription template

Procedure

1. Inthe worklist, double-click an unread study to open it in the viewer.
2. When prompted, select to open Exa Dictation or Web Trans.

3. Select a template from the dropdown list, or use a voice macro to openit.

4. On the dictation toolbar, select the record kil button, and then dictate your findings.
5. Use Pause during dictation if needed, and when finished, select the Stop button.

6. To review your dictation, rewind the recording and then select the play button.

Note: You can record over parts of your dictation that you want to change.

7. When you are satisfied with the results, select the upload k=l button to add your dictation to the study.

Note: Skip this step if you selected Auto Upload Dictation on Close (see Configure autosave options).

Next: Edit and approve transcriptions in Web Trans

Previous: Turn on Exa Dictation and Web Trans
Parent: Exa Dictation and transcription with Web Trans

Edit and approve transcriptions in Web Trans

The Web Trans transcription editor does not currently support dictation playback, but you can edit and approve submitted
transcriptions.

Note: If approving a main study, any activity related to TAT recording affects any of its linked studies
(see About Linked Reporting).

Procedure

1. Onthe worklist, in the relevant study row, select the multipanel =] button.

2. Inthe Web Trans multipanel, on the toolbar, select one or more of the following buttons:
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1 2 3 4 5

1 Open or close all panels

2 Open or close the Transcription panel.
3 Open or close the Notes panel

4 Open or close the Documents panel

5 Open or close the Prior Reports panel

Note: You can drag panels within the Web Trans screen to reposition them.

3. Inthe Transcription panel, review the transcription, make any needed changes, and then select Save.
4. Select Approve or Approve & Next.
5. Inthe Providers dialog, select the approving provider and select Approve.

Next: Enter notes in Web Trans

Previous: Dictate a study
Parent: Exa Dictation and transcription with Web Trans

Enter notes in Web Trans

You can add study notes and reasons for study in the Notes panel of Web Trans.

Procedure
1. Inthe multipanel, open the Notes panel, and select the STUDY NOTES or REASON FOR STUDY tab.
2. If entering a study note, select a study date.

3. Type notes in the space provided, and then select SAVE.

Next: Manage documents in Web Trans
Previous: Edit and approve transcriptions in Web Trans
Parent: Exa Dictation and transcription with Web Trans

Manage documents in Web Trans

You can view all documents attached to a study in the Documents panel of Web Trans. The Documents panel displays up
to two documents at once, and you can select which documents to display.

Procedure

1. Onthe worklist, in the relevant study row, select the multipanel EH button.
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2. Inthe Documents panel, select the document buttons to show or hide currently open documents in viewing
frames.

m ID CARD REPORTS

Note: The buttons labels indicate the document selected for viewing, the default document type set by the
user in the panel, or the last-viewed document types.

3. If more than two documents are available, you can open a new one by dragging a document metadata block
from the top of the panel into a document viewing frame.

03/04/1992, F S
GN021000 Al

STUDY DESCRIPTION: CT Abdomen and Pelvis with C...
REFERRING PHYSICIAN: Hearn, Evette ARNPs

BEs Documents

Show All Documents [ 3 #5115 T TR ¢

Insurance Card O || Order/Prescription [ ] || Order/Prescription [ || Order/Prescription
01/21/2021 11/01/2021 11/01/2021 11/01/2021

Order/Prescription [ -LlOrdar/@cacorinti O [ oedacmacorinn 0
11/01/2021

Drag document cards

Other O

01/21/2021 onto buttons to load

Patient Forms Patent Forms ] FAUent Forms. -

03/08/2021 03/31/2021 03/31/2021 7/20/2021

Patient Porta
08/18/2021

pload (] || Patient Portal Upload ] || Patient Portal Upload
08/18/2021 08/18/2021

Patient Portal Uploar
01/21/2021

Prior Report
07/23/2021

OJ

Tech Worksheet [ || Unknown
07/23/2021 10/11/2021

DROP DOC IMENT TO PREVIEW DROP DOCUMENT TO PREVIEW

Drop Document to Preview x

Next: Manage prior reports in Web Trans
Previous: Enter notes in Web Trans

Parent: Exa Dictation and transcription with Web Trans
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Manage prior reports in Web Trans
You can view, download, and print prior reports from the Prior reports panel of Web Trans.
Procedure

1. Onthe worklist, in the relevant study row, select the multipanel =] button.

2. Inthe Prior reports panel, in the left pane, select the block of metadata corresponding to the report that you
want to view.

If the report is linked, the Iink symbol appears in the block.

TranscriptionHandier ashx

Seo Addondum Below

&)

HCPRTA, Al iela LR,
=]
Patient Name: Testy, Jenniler R DO8: 25-Mas-1988

Phoiloh @M. &% 8 COT0A Baacacloc i 4 LYE TS

3. Todownload or print the report, in the right pane, hover over the report, and then select the download or print
button in the toolbar that appears.

Previous: Manage documents in Web Trans
Parent: Exa Dictation and transcription with Web Trans
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Work with the Exa PACS/RIS viewer

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

Standard viewing tasks
Configure integration with third-party apps

Lines, curves, shapes, and text
Markers

Measurements

Spine labels

3D

Shutters

Other annotation tasks
Change elements in the viewer
Scaling images

Linking images

Moving and jumping to images
Use MPR tools

Work with PET fusion studies
Gather information from images

See also:

Work with Display Management

Standard viewing tasks

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

Open a study in a viewer

View priors and prior reports
About viewing CAD findings
View studies with CAD findings
Send an image from the viewer
DICOM-print a study

Delete images and series

Open a study in a viewer

In this manual, viewer refers to the Exa PACS/RIS viewer unless otherwise specified. To open a study, on a worklist study
row, do one of the following:

e Selectthe E button to open the Exa PACS/RIS viewer.
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e Selectthe E button to open the Exa Client viewer.

e Configure Exa PACS/RIS to open studies in the viewer when you double-click them. Follow the stepsin

“Miscellaneous user settings” to configure the double-click behavior setting.

Caution: Check for the presence of the lossless indicator in the lower-left corner of the image frame before
proceeding with a diagnosis. If you adjust the image, wait until the lossless indicator turns green before diagnosis.

The red lossless indicator means the image has not yet fully loaded.

View priors and prior reports

From the Exa PACS/RIS viewer, you can open priors from a list or the prior bar, and open prior reports.

Open a prior from a list

1. On the viewer toolbar, select the Show Prior List ﬂ button to open the list.

Other Patient Exams
Prior Patient Exams

O R M Description Referring Status
R US DOP VELOCIMETRY FTL UMBILICALART __ Test, Referring 01/19/2023 1115 AM__ Approved
R* US om0 FIL SPECTRAL DISPLAY Test Referring 01/19/2023 1100 AM  Approved

If an R appears in the R column, the prior includes a report. If the priors are linked:

R’ The report is the main report.
R* The report is a linked report (linked to the main report).

2. In the list, double-click a prior to open it in the viewer.

Open priors with the Prior bar

If priors are included in a study that you open, you can view them by using the Prior bar. To show the Prior bar in the

viewer, configure the Use Modified Toolbar setting (see Configure other interface settings).
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The Prior bar contains the current and prior studies on the top row, and their image thumbnails on the bottom row
(see figure). The study boxes show the age of the study, and depending on configuration, let you do one or more of

the following:

e Hoverover a study to display its details.

e Select a study to open the thumbnail bar.

e Double-click a thumbnail to open its image or series.
e Ifareportisincluded, select its symbol to view.

Open a prior report

1. Onthe viewer toolbar, select the Prior Reports ﬂ button.

2. Inthe Approved Reports screen, on the left pane, select a prior report.

Result: The report appears in the right pane (may take time to load).

I% Note: If reports are linked, the link symbol appears (in the red circle in the figure).

= Approved Reports - Google Chrome

A Notsecure | hips)//10.227.26.93/studyReports?study_id=1188session_id=LV9GdnASTOd6OXNONGICZ1BiSUVQZO\

=  TranscriptionHa... 1 /71 -  82%  + O 9

%01,/19/2023 11:00
AM

US, DOP ECHO FTL
SPECTRAL DISPLAY
COMPL

IKONICA MINOLTA

Medical Imaging

Patient Name: Test, Ted Patient ID: TesT1004
9/2023 10:45 Referring Physician:  Test, Refemming Date of Birth: 01-Jan-2000
Procedure: DOP ECHO FTL PLSD SPECTRAL Date of Study:  18-Jan-2023 10:45
DISPLAY REPEAT STD,DOP AM;01/19/2023

US, DOP ECHO FTL
PLSD SPECTRAL
DISPLAY REPEAT
STD

VELOCIMETRY FTL UMBILICAL
ART,DOP ECHO FTL SPECTRAL
DISPLAY COMPL

Test

500-000883A

352



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

About viewing CAD findings

The Exa PACS/RIS viewer automatically displays image markers contained in SR data from supported
manufacturers such as iCAD, DiA, Hologic (Malc findings, see below), and CureMetrix (such as the
CureMetrix mammography calcification and density markings). To control which markings to display,
select options in the SR CAD list (Configure mammography).

Exa PACS/RIS uses tracking IDs in the SR data to ensure that when you click a 2D/synthesized image annotation it jumps
correctly to the corresponding 3D/BTO image. Additionally:

o |If the BTO series is not already open, it opens next to the 2D/synthesized view in a 1 x 2 layout. You can go back to
the original layout by selecting the backslash key (if the DM was not interrupted).

e When 3D CAD SR markings are present and you hover over a CAD SR marking on the synthesized or

2D view, the color changes to the hover color configured in viewer interface settings.

Hologic Malc findings

Hologic ImageChecker CAD has a finding type called a Malc, which is a combination of one mammography breast
density and one calcification cluster. When Malc findings are present in a CAD SR, the viewer displays them as a
“compass” shape. The center point marking of the compass is determined by the center point of the child breast
density. The total count of Malc findings appears in the top overlay next to the count for densities and calcifications.

The Malc “compass” marking and count

Hologic Intelligent View

Hologic 3D CAD mammography software features a synthesized "Intelligent View," which is acquired at a higher
resolution than their C-View. To identify Hologic Intelligent View images, "i2D" is added to the image header, such as
i2D LXCC. For example, the header of the image below in Exa PACS/RIS would appear as i2D RMLO.
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A MLO indelipend 200

See also:

Configure annotation colors
View studies with CAD findings

View studies with CAD findings
The Exa PACS/RIS viewer supports 2D CAD findings for mammography and 3D tomographic series.
Findings are displayed as overlays. To view CAD findings:

Prerequisite (Exa PACS/RIS only): Configure mammography (especially SR CAD options).

Procedure

1. Open a study containing CAD findings in the viewer.

Result: The CAD button becomes available.

2. Selectthe CAD ’; button, and then select findings to show.
Example: Calcification Clusters(3) > Show
3. Optional: Select a finding to select a value for the 2D or synthesized view.

Result: The screen changes to a 1 x 2 temporary view with the 2D image in one cell and the BTO
series moved to the slice with the finding in the other. For example, if you select the RCC finding,
the BTO series opens at the RCC slice.
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CAD-related keyboard shortcuts

To easily move through series that include 3D CAD findings, you can use keyboard shortcuts (see

Assign toolbar keyboard shortcuts). For example, you can use a keyboard shortcut to jump to the
next finding in a BTO study, or turn Malc markings on and off.

See also:

About viewing CAD findings

Send an image from the viewer

You can send the current image in the viewer to an application entity. If the image includes annotations, those
annotations are included with the image according to the method you specify in the Send Annotations as setting (see

Configure application entities).
Procedure

1. Optional: To send an annotated image back to its original AE, select Viewer Settings > General > Auto Send

Annotated Images on Close.

2. Open a study in a viewer.

3. Optional: Add annotations.

Note: ROl annotations are automatically sent as inclusive.

4. Right-click the image and select Send Image/Annotation.

5. Inthe Send Study dialog, in the bottom pane, select one or more AEs.
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Send Study Pt
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opal_v32_v33 {opal_v32_va2)

6. Select SEND TO SELECTED or SEND TO ALL.

See also:
DICOM-send studies, series, or images

DICOM-print a study

You can print the currently viewed image to a preconfigured DICOM printer. The current image prints, including any
displayed annotations and overlays. See also Print images to a standard printer. You can also add selected images and
series to the DICOM print queue, and print them later from the queue. This can be useful for large studies (see later in this
topic).

Note: You cannot print multiframe MR/CT or MG tomography images, or US echocardio series.

Prerequisite: Add DICOM Print to the image shortcut menu.

DICOM-print the current image or series
1. Open a study in the Exa PACS/RIS viewer, right-click any image, and then select DICOM Print.

2. Inthe DICOM Print dialog, in the Printer dropdown list, select a printer.
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DICOM Pring

Lagout

e | Conflguration  FILM

3. Enter the following remaining settings.

DICOM Print Queue Select to print the current contents of the DICOM print queue.
Selected Image Select to print selected image, selected series, current page of images, key images, or
. allimages.

Selected Series

Current Page

Key Images

All Images

Layout Select Selected Series above, and then adjust the frame layout.
The layout you select applies to the current and subsequent pages, and you can change]
layouts on any page.

Annotations Select to include annotations, or clear to exclude.

W/L (Default) Select to print the image with its original window/level settings. Clear to select the
current window/level setting.

Overlay Text Select toinclude the DICOM overlay (as per-image detail), or clear to exclude.

Print Selected Page Only Ifviewing a series, select to print only the current page.

Prev/Next Select to move through pages of the print preview.

Printer Select a printer (selected earlier in this procedure).

Configuration Select a printer configuration for the target print medium. To add or edit
configurations, see Configure a DICOM printer.

4. Select DICOM Print.

Use the DICOM print queue

You can add images and series to the DICOM print queue, and then print everything in the queue at once.
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1. Onanimage shortcut menu, select Add to DICOM Print Queue - Image or Add to DICOM Print Queue -
Series.

Note: You can assign toolbar keyboard shortcuts for these commands.

Reset Viewer

Reset Study Object
Create Teaching Study
Download Image

DICOM Print

Add to DICOM Print Queue — Image
Add to DICOM Print Queue — Series
Download Series as MP4

Download Series

Send Image/Annotations

2. Onanimage shortcut menu, select DICOM Print, and then in the DICOM Print preview, select the DICOM Print
Queue option.

DICOM Print Queue = £ nag Selected Series

ted Page Only e n of 1 < Printer DICOM PR ¥

3. Select other options as needed, and then select DICOM Print.

Delete images and series

You can delete images and series from unread studies. When you delete a series, only images in the current stack and
cell are deleted (even if a series is split across multiple cells). You cannot delete MPR-generated images.

@ Prerequisite:

e  Obtain the Study Delete right from your administrator.
o Add the Delete Series and/or Delete Images commands to the shortcut menu (see Add or remove

tools from the image shortcut menu).

Procedure
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1. Inthe Exa PACS/RIS viewer, right-click an image or series.

2. Inthe shortcut menu, select Delete Image or Delete Series.
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Configure integration with third-party apps
The following topics in this section describe integration with third-party apps. With the Exa platform, refer to topics in
which you can integrate third-party apps such as PenRad, OrthoView, and various RIS solutions.

Configure opening of a third-party program
Configure opening of PenRad

Configure opening of MModal

Configure opening of OrthoView

Open a study in OrthoView

Configure opening of Visage RIS
Configure integration with a third-party RIS

Configure opening of a third-party program

You can configure Exa PACS/RIS to open third-party programs such as Ikonopedia, PowerScribe 360, and MModal.

@ Prerequisites:

e |nstall Exa Launcher
e Adda trusted IP or URL

Procedure
1. Goto Viewer Settings > GENERAL.

2. Under Display Settings, in the table of monitors, on the row corresponding to the monitor on which to open the
third-party application, select the row’s DISPLAY checkbox.

Monitor Current  Prior  Full Orders Type Calibration Calibration
Screen Width (mm) Height (mm)
B DispLAY1 O O O P<360 e W

3. Inthe row’s Orders dropdown list, select the application (such as PS360 or MModal).

4. Inthe left pane, select INTERFACE.

5. Under Other Toolbar, in the Auto Open Orders group, select the application (such as PS360 or MModal).

Auto Open Orders

L rTaTsa
O rFroblems

PS360

[J Referrals

[0 Referring Providers

500-000883A 360



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

6. Inthe left pane, select TOOLS.

7. Under Toolbar, select MAIN, and then in the right pane, select the External Tools checkbox.

Toolbar s

Edlit Annotation

m O O 0O

Ellipse
External Tocls
==TOP
O FH Measure
=BT TR

8. Inthe left pane, select EXTERNAL TOOLS.

GEMERAL Title * Title
Description * # I penrad
INTERFACE
Command
MODALITY i
Initial Director
MAMMOGRAPHY
Keyboard Sho
OVERLAYS
O Teclbar Bution
D Do not Base-64 encode URL arguments
TOOLS
O use facility 1D for subdirectory
ADD
EXTERMAL
TOOLS CLEAR

9. Enter the settings in the following table, and then select ADD.

Title Type atitle for the program.

Description Type a description of the program.

Command Type the command to run when you select the toolbar button (such as the path to the executable,
or a URL).

Arguments Type arguments to pass to the command at runtime.

Exa PACS/RIS supports the following arguments:

{faccount_no}} (patient D)
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{id} (study ID)
{{faccession_no}}
{{facility_id}}

{{username}}
{user_id}}

{{patientName}}
{{patientDOB}}
{{patientSex}}
{{studyDescription}}

{{series_uid}}

{{image_uid}}

To base-64 encode the URL, surround the arguments with the $$ marker. For example:

exal://launch/g=$$patient_id={{faccount_no}}&accession_no={{accession_no}}
&cmd=powerscribe&study_id={{id}}$$

Initial Directory

Type the path to the root folder.

Keyboard Shortcut

Optional: Type a keyboard key sequence to use as a shortcut for opening the program.

Toolbar Button

Optional: Select to add a dedicated button for the application on the viewer toolbar.

eXQ-PLATFORM

Do not Base-64
Encode URL
Arguments

Use Facility ID for Do not select (reserved for PenRad).

Subdirectory

See also:

Configure opening of PenRad
Configure opening of MModal
Configure opening of OrthoView

Configure opening of PenRad

You can configure Exa PACS/RIS to open mammography and ultrasound breast studies in PenRad by selecting a button
on the viewer toolbar. Each instance of PenRad automatically opens in the configuration corresponding to the facility ID
of the study. You must perform this configuration procedure for each user.

Prerequisite: Install Exa Launcher.

Procedure

1. Follow the steps in Configure opening of a third-party program, with the following modifications.

¢ InDisplay Settings, in the Orders dropdown list, select PenRad.
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2. Inthe EXTERNAL TOOLS screen, Enter the following settings, and then select ADD.

Title PenRad

Description PenRad

Command exal : / /1 aunch/ g=

Argumentsl pati ent i d={{account_no}}&accessi on_no={{accessi on_no}}

(variable filename) &cnd=penr ad&study_id={{id}}& acility id={{facility_id}}

Arguments2 pati ent i d={{account_no}}&accessi on_no={{accessi on_no}}
(filename) &cnmd=penr ad&study_id=file& acility id={{facility_id}}
Initial Directory [Leave blank]

Keyboard Shortcut Optional: Type a keyboard shortcut.

Toolbar Button Select (adds the PenRad button to the viewer toolbar).

Do Not Base-64 Encode

URL Arguments
Use Facility ID for Optional: Select to open different instances of the application that are configured for different
Subdirectory facilities on the same Exa PACS/RIS installation.

1. Createsastudy_id.xmlfile (e.g. ifthe study ID is 1234, the file created is 1234.xml).

2. Always creates a file.xml file regardless of the study ID.

Configure opening of MModal

You can configure Exa PACS/RIS to open mammography and ultrasound breast studies in MModal by selecting a button
on the viewer toolbar. Each instance of MModal automatically opens in the configuration corresponding to the facility ID
of the study. You must perform this configuration procedure for each user.

Prerequisite: Install Exa Launcher.

Procedure

1. Follow the steps in Configure opening of a third-party program, with the following modifications.

¢ InDisplay Settings, in the Orders dropdown list, select MModal.

2. Inthe EXTERNAL TOOLS screen, Enter the following settings, and then select ADD.

Title MModal

Description MModal
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Command exal : / /1 aunch/ gq=

Argumentsl patient _i d={{account _no}} &accessi on_no={{accessi on_no}}

(variable filename) &cnd=rmodal &st Udy_i d:{ { i d}}

Initial Directory [Leave blank]
Keyboard Shortcut Optional: Type a keyboard shortcut.
Toolbar Button Select (adds the MModal button to the viewer toolbar).

Do Not Base-64 Encode

URL Arguments
Use Facility ID for Optional: Select to open different instances of the application that are configured for different
Subdirectory facilities on the same Exa PACS/RIS installation.

1. Createsastudy_id.xmlfile (e.g. ifthe study ID is 1234, the file created is 1234.xml).
2. Always creates a file.xml file regardless of the study ID.

3. The XML file contains the MRN.

Configure opening of OrthoView

You can configure Exa PACS/RIS viewer to open a study in OrthoView by selecting the external app button on a worklist

study row.

Prerequisite: Install Exa Tool.

Procedure

1.

On the server, use a text editor such as Notepad to open the exatool.toml file (default location is C:
\viztek\exa\cfg).

Add or edit the file to include the following within the [tools] section:

# Materialize OthoView

[tool s. orthoview

 aunchURL = ‘http://server_address: 90\ Ort hoVi em start. ht m

e  Where server_address is the IP or fqdn of the server hosting OrthoView.
e If needed, substitute ht t p with ht t ps.

Save and close the file.

On the burger E menu, select Setup.
On the OFFICE menu, select User Management.

On the EXTERNAL APPS tab, select Add, and type the following settings.
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Integration Name OrthoVi ew

URL exat ool : ///?tool =ort hovi ew&st udy i d={{study_id}}&usernane={{usernane}}

Note: You can use the following variables in place of, or in addition to those shown in colored text on the

previous line.

{{accession_no}} The accession number of the study

{{account_no}} The account number of the patient

{{facility_id}} The database ID for the facility of the study
{{study_id}} The database ID for the study
{{user_id}} The database ID for the currently signed-in user

7. Select SAVE.
See also:

Configure opening of a third-party program

Open a study in OrthoView

If OrthoView is installed on your server, you can use the Exa PACS/RIS worklist or viewer to open studies in OrthoView.

Prerequisite: Configure opening of OrthoView.

Procedure

1. Onthe worklist, select the external app button.
2. Inthe button shortcut menu, select OrthoView.
Result: Your browser downloads a .jnlp file.

3. Open the .jnipfile.

Configure opening of Visage RIS

You can configure Exa PACS/RIS to integrate with Visage RIS.

Prerequisite: Install Exa Launcher and Install Exa Tool.

Enable integration with Visage RIS
1. Goto Viewer Settings > INTERFACE.

2. Inthe Auto Open Orders list, select Visage RIS.

500-000883A

365



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Aute Open Orders
O Studies -
O summary
O Tran scription
Visage RIS
O vital Signs -

Select a monitor
1. Inthe left pane, select GENERAL.

2. Under Display Settings, on the Orders list of the monitor to use, select Visage RIS.

Viewer Settings

Display Settings

INTERFACE Monitors on System 1 RG>

Monitor Current Prior Full Screen Orders Type
MODALITY

Bossan O O O | ExaTranszM ~|
MAMMOGRAPHY i ' -
OVERLAYS

Autosave Options

TOOLS Autosave Image Properties on Close

Autosave Image Annctations on Close
EXTERNAL Auto Mark Read Study an Close
TOOLS

Auto Upload Dictation on Close
Autosave Viewer Settings on Close

Auto Open Next Study

Auto Send Annotated Images on Close | Visage RIS I

0000000
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Create a profile for Visage RIS

1.

2.

Viewer Settings

GENERAL

INTERFACE

MODALITY

FAMMOGRAPHY

OVERLAYS

TOOLS

EXTERMNAL
TOOLS

In the left pane, select EXTERNAL TOOLS.

Tithe *

Descriplion *

Command

Arguments

Initial Directory

Keyboard Shortcut

‘Wisage
isage RIS
exalflaunch/q:

accession_no - {{accession_no HL:-:E:.::T.-. . ..l.".

Teolbar Bulton
] Do not Base-64 encode URL arguments

O wse facility 1D for subdirectory

Enter the following settings, and then select ADD.

Title Any, such as "Visage"

Description Any, such as "Visage RIS"

Command exal : / /1 aunch/ gq=

Arguments accessi on_no={{accessi on_no}}&nd=vi sageri s

Initial Directory

[Leave blank]

Keyboard Shortcut

Optional: Type a keyboard shortcut.

Toolbar Button

Select (adds a Visage RIS button to the viewer toolbar).

Do Not Base-64 Encode

URL Arguments

Use Facility ID for

Subdirectory

[Leave cleared]
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3. Select SAVE.

Configure integration with a third-party RIS

This is an example in which Exa Tool was configured to generate an XML file in a pre-determined directory that a third-
party RIS application could read to open a study from Exa PACS/RIS. Contact your Konica Minolta representative for
assistance with your particular application.

1. Create an Exa Tool profile to generate the following XML file.

<?xm version="1.0"?>

<ChunkDat a>

<Event >
<Event 1>Logi n</ Event 1>
<User >
<Logi nl D>{{ user nane}} </ Logi nl D>
<Key>{{dat aHash}} </ Key>
<Ut cTi mest anp>{ { UTC_Ti nest anp} } </ Ut cTi nest anp>
</ User >

</ Event >

</ ChunkDat a>

{{username}} The signed-in user. Must be all lowercase.

Example: jwilliams

{UTC_Timestemp}} Current UTC DTS in the format: YYYY-MM-DDTHH:MM:SS
Example: 2022-12-16T17:00:00

{{dataHash}} The HMAC data must be hashed in the following format, including commas
and spaces, but omitting ().

SHA-256/HMAC (sharedSecret, lowercaseUsername, UtcTimestamp)
w/Base-64 output.

Example where RIS XML Integration Key value (shared secret)= AAAAAA.
HMAC(AAAAAA, jwilliams, 2022-12-16T17:00:00)
Resultsin:

mj+darm8HKqNaiYafoxiBckhXQgGjzGGgmQgxAN14QM=

2. Inthe Exa Tool profile, configure the path and file name of the XML file as follows:
C:\ Tenp\ St udy. xm
3. Inthis example, the resultant file contents are as follows:

<?xm version="1.0""?7>
<ChunkDat a>
<Event >
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<Event 1>Logi n</ Event 1>
<User >
<Logi nl D>jwi | I i ams</ Logi nl D>
<Key>nj +dar nBHKgNai Yaf 9xi BckhXQgG z GGgmgx AN14QVE</ Key>
<Ut cTi mest anp>2022- 12- 16T17: 00: 00</ Ut cTi nest anp>
</ User >
</ Event >
</ ChunkDat a>
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Lines, curves, shapes, and text
You can draw linear shapes and add text to images.

Draw lines and shapes
Draw freehand lines

Draw a curved shape
Add text

Draw lines and shapes

You can draw rectangles and ellipses on images.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select one of the following tools.

e Rectangle E

e Ellipse O

e Straight line ﬂ

e Arrow

2. Dragon the image to create the shape.

Optional:

e Tomove a shape, drag any part of its outline.

e Toresize a shape, drag any of its handles.

Draw freehand lines

You can draw freehand lines on images.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the pencil tool.

2. Dragon the image to draw a freehand line.

3. Optional. You can drag any points along the line to modify it.
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Draw a curved shape

You can draw curved shapes on images.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the curve ﬂ tool.
2. Click the image at least three times to specify a start point, a vertex, and a second vertex.

3. Double-click to close the shape.

Add text

You can add a text annotation to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure
1. Onthe viewer toolbar, select the text tool.

2. Inthe box, type text and then select Enter.

Note: There is no character limit, but carriage returns are not supported, and long text may extend beyond
the visible image boundary.
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Markers
You can add markers to images, such as for left and right.

Add a dot
Add a vertical or horizontal line

Add a left or right marker

Add a dot

You can add a dot marker to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the dot ﬂ tool.

2. Click the image to place the dot.

Add a vertical or horizontal line

You can add a vertical or horizontal line to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the vertical Il or horizontal . line tool.
2. Toadd the line, click the image.

3. Drag the line to position it.

Note: To reveal the endpoints, you can drag a vertical line up or down, or a horizontal line left or right.

Add a left or right marker

You can add a left or right marker to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the left B=d or right @ marker tool.
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2. To add the marker, click the image.

3. Drag the marker to reposition it.
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Measurements
You can take various linear and angular measurements on images. Completed measurements remain as annotations. To
adjust measurements easily, we recommend turning on Edit mode before taking measurements (see Edit annotations).

Measure an angle

Measure a Cobb angle

Measure an HO angle

Measure a radial angle or length
Measure an elliptical or freehand RO
Measure a length

Measure and compare two lengths
Take a freehand measurement

Find a center point
Draw a circle and measure its radius

Measure an angle

You can measure an angle on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the angle E tool.
2. Click the image three times to place a vertex and two endpoints.

3. Move the pointer to position the angle measurement, and then click to finish.

Measure a Cobb angle

You can measure a Cobb angle on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the Cobb angle E tool.
2. Dragon the image to place the first angle line.
3. Dragagain to place the second line.

4. Move the pointer to position the angle measurement, and then click to finish the angle.
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Measure an HO angle

You can measure an HO angle on an image. An HO angle measures the degrees of the angle drawn relative to true

vertical and horizontal.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the HO angle ﬂ tool.
2. Click the image to place a starting point.

3. Click to place the end point.

Measure a radial angle or length

You can measure a radial angle or length on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the radial angle or radial length + tool.
2. Click the image to place the axes.

3. Drag the axes or their endpoints to take measurements.

Measure an elliptical or freehand ROI
You can measure properties of an ROI by drawing an ellipse or a freehand shape. The viewer displays the ROI's length

(mm), area (mm2), and the minimum, maximum, mean, and standard deviation in Hounsfield units.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the ROI ﬂ or free ROI E tool.
2. Dragon the image to place the ellipse or the freehand shape.

3. Drag the outline or handles of the shape to adjust the ROI.
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Measure a length

You can measure a length (mm) on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the measure & tool.
2. Dragon the image to place the measurement line.

3. Drag the outline or endpoints of the line to adjust the measurement.

Measure and compare two lengths

You can measure the lengths (mm) from two starting points to an endpoint for comparison.

Prerequisite: Add the relevant toolbar tools.

Procedure
1. Onthe viewer toolbar, select the M compare H tool.

2. Click the image three times to place a starting point, endpoint, and second starting point.

3. Drag any of the three points to adjust the measurement.

Take a freehand measurement

A freehand measurement is similar to freehand ROI, but it measures different values: angle; radius (mm); area (mmz);

and length (circumference in mm).

Prerequisite: Add the relevant toolbar tools.

Procedure
1. Onthe image shortcut menu, select Annotations > Measures > FH Measure.
2. Click the image three times to place a vertex and two endpoints.

3. Move the pointer to position the circle measurements, and then click to finish.
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Find a center point

You can find the center between two reference points.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure

1. Onthe image shortcut menu, select Annotations > Measures > Center Point.

2. Click the image twice to place the first and second reference points.

Note: The center point is indicated by an x.

3. Drag either of the reference points to adjust the measurement.

Draw a circle and measure its radius

You can draw a circle and measure its radius (mm).

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the circle @ tool.
2. Click the image twice to place two loci.
3. Move the pointer to adjust the circle, and then click to add a third locus.

4. Dragany locus to resize or reposition the circle.
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Spine labels

You can add preset labels for spinal vertebrae and discs to MR images. Labels are grouped by region (cervical, thoracic,
lumbar, and sacral), plus another group for all discs. Basic labels do not include height and width measurements,
whereas non-basic labels do. 3D labels appear in all frames and planes, whereas non-3D labels appear only in the
individual frames to which you add them.

Add basic spine labels
Add basic 3D spine labels
Add 3D spine labels

Use a spine label shortcut

Add basic spine labels

You can add basic spine labels to vertebrae in ascending or descending order.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the basic spine label tool.

2. Inthe button shortcut menu, select a region and starting vertebra.

Note: Choose “Up” to apply labels in ascending order, or “Down” for descending.

3. Click the first vertebra to add the first label, and then click the second vertebra, and so on.

Add basic 3D spine labels

You can add basic 3D spine labels to vertebrae in ascending or descending order.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the quick 3D spine label tool.

2. Inthe button shortcut menu, select a region and starting vertebra.

Note: Choose “Up” to add labels in ascending order, or “Down” for descending.

3. Click the first vertebra to add the first label, and then click on the second vertebra, and so on.
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Add 3D spine labels

You can add 3D spine labels in ascending or descending order.

Prerequisite: Add the relevant toolbar tools.

Procedure

| -
1. Onthe viewer toolbar, select the 3D spine label shortcut Esfl tool.

2. Inthe button shortcut menu, select a region and starting vertebra.

Note: Choose “Up” to add labels in ascending order, or “Down” for descending.

3. Click a vertebra twice to place a starting point and endpoint.

4. Repeat the previous step to label additional vertebrae.

Use a spine label shortcut

You can use a spine label shortcut to quickly start labeling from a common starting vertebra.

Prerequisite: Add the relevant toolbar tools.

Procedure

S
1. Onthe viewer toolbar, select the spine label shortcut A , 3D spine label shortcut , or 3D quick spine label

1]
shortcut il tool.
2. Inthe button shortcut menu, click a starting vertebra.

3. Add labels.
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3D labels

3D labels appear in the image where you add them, and the same slice in other series.

Use the 3D cursor

Add a 3D point

Add a 3D ray
Add a 3D ROI

Add a 3D length measurement
Add a 3D angle measurement

Use the 3D cursor

When you place the 3D cursor on one series, the cursor also appears in the corresponding location in any cell of the
same study that is open in the viewer.

Prerequisite: Add the relevant toolbar tools.

Procedure
1. Open two or more series of the same study (for example, an axial, sagittal, and coronal view).
2. Onthe viewer toolbar, select the 3D cursor k=l tool.

3. Hover over an image in one cell.

4. The cursor appears in the same location in the other cells.

Add a 3D point

You can mark a 3D point on an image. The point you place in the current image appears in the corresponding position in
all frames and planes.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > 3D Point.

2. Click the image to place the point.
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Add a 3D ray

You can mark a 3D ray on an image. The vertex you place in one frame extends as a ray through the stack and is visible in
other planes.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > 3D Ray.

2. Click the image to place the vertex of the ray.

Add a 3D ROI

You can mark a circular ROl in one image, and the program adds the ROI to the same image in other series in the viewer.

The viewer displays the ROI’s length (circumference in mm), area (mm2), and the maximum, minimum, mean, and
standard deviation in Hounsfield units.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > 3D ROI.

2. Click the image twice to place the center point and a tangent point.

Add a 3D length measurement

You can take a linear measurement (mm) in one image, and the program adds the measurement to the same image in
other series in the viewer.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > 3D Measure.

2. Click the image twice to place the first and second endpoints of the measurement line.
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Add a 3D angle measurement

You can take a 3D angle measurement in one image, and the program adds the measurement to the same image in other
series in the viewer.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > 3D Angle.

2. Click the image three times to place the vertex and the first and second endpoints of the angle.
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Shutters

You can add rectangular, elliptical, or freehand shutters.

Add a rectangular or elliptical shutter
Add a freehand shutter

Add a rectangular or elliptical shutter

You can add a rectangular or elliptical shutter to “crop” unwanted areas of an image.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > Shutters > Shutter Box or Shutter Ellipse.

2. Click the image twice to place a starting point and endpoint for the shutter.

Add a freehand shutter

You can add a freehand-drawn shutter to "crop" unwanted areas of an image.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. Onthe image shortcut menu, select Annotations > Shutters > Freehand Shutter.

2. Dragon the image to draw the shutter.
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Other annotation tasks

The following topics introduce additional annotation features.

Add an AR annotation
Edit annotations

Saving and deleting annotations
Annotate ultrasounds with DiA

Annotate series

Annotate tagged images
Reset an image in the viewer

Add an AR annotation

You can plot points to represent angular rotation.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the AR ﬂ tool.

2. Click the image six times to place guide points.

Edit annotations
After you finish an annotation, it is fixed in place to prevent accidental alteration. To move, edit, or delete an annotation,

either select the tool that created it, or select the edit 4l tool to enter Edit mode. You can select the edit tool again to
exit Edit mode.

Saving and deleting annotations

You can save or delete annotations as follows.

Prerequisite: Add the relevant toolbar tools.

e To save the current annotations, on the toolbar, select the save annotations button.

e Todelete all annotations, on the toolbar, select the delete all annotations ﬂ button.
e Todelete all annotations for the current series, on the image shortcut menu, select Delete Series Anno.

e Todelete all annotations for the current study, on the image shortcut menu, select Delete Study Anno.
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Annotate ultrasounds with DIA

With the DiA ultrasound analysis application you can automatically annotate 2-, 3-, and 4-chamber cardio ultrasounds,
and populate SDE reports with SR measurements.

Caution: Incorrectly tagging cardio images can result in misdiagnosis. It is the user's responsibility to correctly tag
series as 2-, 3-, or 4-chamber studies for purposes of DiA analysis. Neither Konica Minolta nor DiA Imaging Analysis
are responsible for any outcomes resulting from mis-tagged images.

Prerequisite: Purchase a license for DiA.

Procedure

1. Open one or more ultrasound images or series in the Exa PACS/RIS viewer.

2. On the toolbar, select the DIA H button.

3. Inthe center of each open frame, select the 2CH, 3CH, or 4CH button to tag the image or series as a 2-
chamber, 3-chamber, or 4-chamber item.

Note: Select only one type.

4. Inthe upper right corner of each frame, select the SG, EF, or Both button to perform annotation and
measurement.

5. To save the results, select the save annotations button.

6. Toview the SR data, open the study in the cardio report editor.

Annotate series

You can add the same annotation in the same location to all images in a series. This feature is not available with 3D
annotations. Any subsequent edits you make to annotations added in this way only apply to the image you edit, not the
entire series.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Inthe Exa PACS/RIS viewer, open a series.

2. Onthe toolbar, select the Annotate Series E tool.
3. Select another annotation tool (for example, the Ellipse tool).

4. Add the annotation to the current image (for example, draw an ellipse).
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Result: The annotation (such as an ellipse) appears on all images in the series.

Annotate tagged images

To annotate all images in a series, see Annotate series. If you want to annotate multiple—but not all—images in a series,
use the procedure below to tag (select) them and then annotate only the tagged images. Any subsequent edits you make
to annotations added in this way only apply to the image you edit, not the entire series. This feature is not available with
3D annotations.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Open series or multiple images in the Exa PACS/RIS viewer.

2. Onthe viewer toolbar, select the Tag Images tool.
3. Clickon animage to tagit.

Result: The image is tagged for annotation.

f-PLANE LOC

STATION - PLGE
Man - GE MEDICGAL SYSTEMS
TR 6.352

B lagoed Image

4. Repeat for all images you want to annotate.

5. Onthe toolbar, select the Annotate Tagged Images sl tool.

6. Select another annotation tool (for example, the Ellipse tool).

7. Add the annotation to one of the tagged images (for example, draw an ellipse).

Result: The annotation (such as an ellipse) appears on all tagged images, and the images are no longer tagged.

Note: These multi-image annotations are not "linked," so you can edit annotations in one image without
modifying the corresponding annotations in other images.
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Reset an image in the viewer

When making non-permanent modifications to images in the viewer (zoom, rotation, Window/Level etc.), you can reset
the image to its original state.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the reset viewer E button.
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Change elements in the viewer

The following topics are contained in this section.

Show or hide overlays
Show or hide annotations

Show series and stacks
Show or hide cutlines

Split series by slab thickness
Recalibrate the scale

Change the series layout
Reorder a series

Show or hide overlays

You can turn overlays on or off. This includes PR (GSPS) DICOM objects from Intelerad, which are supported as overlays.
Also, to avoid obscuring anatomy in MG studies, turning off overlays also hides other MG-related information such as

quick history, laterality, and CAD and stack information.

Prerequisite: Add the relevant toolbar tools.

e Onthe viewer toolbar, select the Overlays or Toggle DICOM Overlay button to turn overlays on or off.

See also:

Configure overlays

Show or hide annotations

You can turn annotations on or off.

Prerequisite: Add the relevant toolbar tools.

Procedure

e Onthe viewer toolbar, select the toggle annotations button to turn annotations on or off.

A
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Show series and stacks

If the viewer is showing only a single frame of a series or stack, you can change it to display all series and stacks.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the reset series and stacks button.

Show or hide cutlines

Cutlines show the intersection between two open series. The cutlines update dynamically as the user moves through a
series. A dashed cutline indicates where the first image starts and the lastimage ends. A solid cutline indicates the
intersection of the currently displayed locations in the series. If a series includes intersecting images, you can show or
hide cutlines.

Prerequisite: Add the relevant toolbar tools.

e  On the viewer toolbar, select the cutlines E button.

Split series by slab thickness

You can use slab tools to split series by image thickness.

Procedure

1. Inthe upper-right corner of a frame, right-click the menu icon E

2. Inthe shortcut menu, select Slab Tools, and then select a slab thickness.

Show Annotations

Half images {10.0 mm) Slab Tools
Third images (15.0 mm)  Recalibrate
Fourth images (20.0 mmM)  cages | ayout
Fifth images (25.0 mm}

Manual Value (5.0 mm)

=

Recalibrate the scale

You can manually recalibrate the scale measurement, which is shown on the caliper of the current series.

Procedure

1. Inthe upper-right corner of a frame, right-click the menuicon E
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2. Inthe shortcut menu, select Recalibrate.

Slab Tools

Recalibrate
Series Layout
Reorder

Close Series
Download Image

3. Inthe dialog, type a new value (mm) for the scale, and then select OK.

Change the series layout

You can change the number of series panels displayed in the viewer.

Procedure

1. Inthe upper-right corner of a frame, right-click the menu icon E

2. Inthe shortcut menu, select Series Layout, and then select a layout.

,__ imege o7
Show .ﬁ.ﬁ r.mt.at.iﬁ.ns .-
Slab Tools
Recalibrate

Series Layout

Reorder

Close Series
Download Image

Reorder a series

You can change the order of images in a series.

Procedure

1. Inthe upper-right corner of a frame, right-click the menu icon E
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2. Inthe shortcut menu, select Reorder, and then select one of the following options.

tmag
S At
Slab Tools
Recalibrate
Series Layout

;w."umhﬂ—. Reorder

Image Humber  Close Series

Tnverse

; ) Download Ima
Slice Location 2
Slice Location
Inwerse

| Image Time

Image Number - Arranges the images by number in ascending order.

Image Number Inverse - Arranges the images by number in descending order.

Slice Location — Arranges the images by relative location (in mm) in the plane in ascending order.
Slice Location Inverse - Arranges the images by relative location in the plane in descending order.

Image Time - Arranges the images by the time they were taken.
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Change the appearance of images

The following topics are contained in this section.

How the viewer chooses the initial window/level

Adjust the window/level

Apply a window/level preset
Turn on auto window/level

Apply CLAHE enhancement

Apply bone enhancement
Invert colors

Add color to images

Apply sigmoid processing
Reset and Reset study object
Add to new UNQ study

How the viewer chooses the initial window/level

There are many sources of window/level settings. When the viewer displays an image, it chooses the window/level
settings from the first available of the following sources, in order.

e Lastdisplay state, if “Auto saved image properties on close” is turned on

e LUT (from prefetch), unless “Ignore LUT” or “Ignore Presentation LUT” is turned on
e DICOM tags - the window center and window width tags

e VOILUT DICOM tags - value of interest LUT tags

e Manual W/L settings, if adjusted by the user

Adjust the window/level

You can manually adjust the window/level.

Prerequisite: Add the relevant toolbar tools.

e Onthe viewer toolbar, select the window/level H button.
o Drag horizontally over the image to adjust the window.

e Drag vertically over the image to adjust the level.
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Apply a window/level preset

You can apply a window/level preset to the current study.

Prerequisite: Add the relevant tools to the image shortcut menu.

e Onthe image shortcut menu, select Presets, and then select a preset.

Turn on auto window/level

The viewer can automatically adjust the window/level so that images are, to the extent possible, neither too dim nor too
bright.

Prerequisite: Add the relevant toolbar tools.

e  On the viewer toolbar, select the auto window/level I button.

Apply CLAHE enhancement

You can apply CLAHE to enhance local contrast.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the CLAHE button to turn CLAHE on or off.

Apply bone enhancement

You can use different levels of bone enhancement to optimize the contrast between bone and other tissues. You can
also apply color inversion to further highlight fractures and other features of bone.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the bone enhance ﬂ button.

2. Inthe button shortcut menu, select a percentage.
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Invert colors

You can invert black and white values to make certain images easier to read.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the invert colors n button.

Add color to images

You can add color to images.
Procedure

1. Right-click the overlay in the lower-right of the image, and then in the shortcut menu, select Palettes.

T cpter W/L...
NN Fresets
g W/ List

Palettes »
. . | yse sigmoid
N Enter Zoom...

2. Selectacolorin a palette.

Apply sigmoid processing
You can apply sigmoid processing to enhance low-contrast images.

¢ Right-click the overlay in the lower-right of the image, and then in the shortcut menu, select Sigmoid.

Reset and Reset study object

You can access the Reset and Reset study object commands in the image shortcut menu. Reset undoes all unsaved
changes (such as W/L and annotations) made to the current series. Reset study object updates the viewer after new
images are added to a study that is currently open.
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Add to new UNQ study

A UNQ (unique) study is a teaching study. When you select this command in the image shortcut menu, a button appears
on the toolbar to open the teaching study screen. See, “Create a teaching study.”
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Scaling images

The following topics are contained in this section.

Zoom images
Display one to one
Display images in their actual size

Fit images to window
Use the magnifying glass

Zoom images

You can zoom in on (enlarge) or out of (reduce) images for optimum viewing. There are several ways to zoom:

Prerequisite: Add the relevant toolbar tools.

e Onthe viewer toolbar, select the zoom E tool and then drag on the image.

e Select the zoom tool in the image shortcut menu: Tools > Zoom.

e Drag the pointer across a caliper (if Caliper Zoom is selected, see Configure other interface settings).
¢ Right-click the lower-right overlay, select Enter Zoom, and then type a value from .05 to 7.5.

e “Quad zoom”: Use the left or right angle bracket keys (< >).

Note: Available for image data only. If Skin Line is turned ON, when using quad zoom for mammography
images, the zoom factor is based on the skin line to ensure that anatomy gets maximal placement within the
cells.

Display one to one

If you zoomed an image you can restore it to its original DICOM size. This is essentially “life size.”

Prerequisite: Add the relevant toolbar tools.

e  On the viewer toolbar, select the one to one button.

Display images in their actual size

You can display images in their original size.

Prerequisite: Add the relevant toolbar tools.

e Onthe viewer toolbar, select the actual image size E button.
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Fit images to window

You can automatically zoom an image so that its longest dimension fits in the visible frame.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the fit to window E button.

Use the magnifying glass

You can use the magnifying glass tool to zoom an area of the current image.

Prerequisite: Add the relevant toolbar tools.

e Onthe viewer toolbar, select the magnifying glass ﬂ tool, and then select and hold over the area to magnify.

This area magnified

ey

__[No desc]
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Linking images
When two series are open side-by-side in the viewer, linking them causes moving through images in a second series when
you move through images in the first series. Refer to the following topics.

Auto link images

Manually link images
Use the context tool

Reset linked series

Auto link images

Auto linking means that linking turns on automatically when two or more series of the same plane (such as axial) are
open. With auto-linking, the system uses the image numbers to automatically match up the frames in each series so that
the frame in the second series is as near in stack order to the image in the first series as possible.

Prerequisite: Add the relevant toolbar tools.

e Toauto linkimages, on the viewer toolbar, select the auto link button.

Manually link images

Manual linking means that you turn linking on and off manually when two or more series are open. This is frequently used
to move through a recent image and a corresponding prior, side-by-side.

Prerequisite: Add the relevant toolbar tools.

e Tomanually link images, on the viewer toolbar, select the manual Iink button.

I% Note: For mammogram images, you can only link LCC and RCC with each other; similarly you can only link
LMLO and RMLO with each other.

Use the context tool

You can automatically jump to an image in a linked series that most closely matches the angle (X, Y, and Z position) of
the image in the current series.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the context tool .
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Reset linked series

You can reset (undo) image linking by selecting the reset linked series button. This may take time depending on the
size of the series.
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Moving and jumping to images

The following topics are contained in this section.

Pan images

Move or span through images

Flip or rotate images

Play cine loops

Use key images

Open a series image in a 1x1 frame
Jump to a BTO image by SR finding
Triangulate images

Pan images

You can pan an image to view any portions that extend beyond the visible frame.

Prerequisite: Add the relevant toolbar tools.

Procedure

. m
1. Onthe viewer toolbar, select the pan tool.

2. Dragthe image in any direction.

Move or span through images

You can move or span through images in a series. Spanning means to move rapidly with minimal hand or wheel motion.

To adjust the span sensitivity, see Configure the toolbar.

¢ To move: Hover over the image and rotate the mouse wheel.

e Tospan: On the image shortcut menu, select Tools > Span Images, and then drag on the image.

Flip or rotate images

You can flip images 180 degrees, or rotate them 90 degrees.

Prerequisite: Add the relevant tools to the image shortcut menu.

From the image shortcut menu:

e Select Transformation > Flip Horizontal or Flip Vertical.
e Select Transformation > Rotate Right or Rotate Left.
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Play cine loops

When viewing a series, you can play cine loops and shuttle between frames.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the cine ﬁ button.

2. Cine play starts, and the media control bar appears.

K> I F x

3. Use the media control bar to pause, move to the first or last frame, and move to the previous or next frame.

Note: You can also press the space bar to play and pause.

Use key images

You can specify key images in a series that you can jump to at any time. You can add key image thumbnails on reports.

Prerequisite: Add the relevant tools to the image shortcut menu.

Specify a key image
1. Display the image that you want to be a key image.

2. Onthe image shortcut menu, select Set Key Image.

Jump to a key image

1. Atthe top of the thumbnail pane on the left side, select Keyimage.

The thumbnail pane shows thumbnails of your key images.
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2. Double-click a key image thumbnail to open the key image.

Open a series image in a 1x1 frame

If a series is open in a layout other than 1 x 1, double-click any image to openitina 1 x 1 layout.

Jump to a BTO image by SR finding
To quickly open a BTO image that has a specific SR finding:
Procedure
1. Open the tomosynthesis series that contains the image.
2. Onthe 2D or synthesized view, select the SR finding of interest.
Result: The corresponding slice opens. Note the following:

e The slice that opens is of the same view type (e.g. select a finding on an RCC to open a BTO RCC slice).
o If the BTO series is not displayed within the current layout, the series opens next to the 2D or synthesized
view in a 1x2 layout. To restore the original layout, select the backslash ( \ ) key.

Triangulate images

You can move to images and points in multiple series at the same time.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Open two or more series.

2. Onthe viewer toolbar, select the Triangulation H button.
3. Do one or both of the following.

o Double-click a series to open the corresponding slice in the other series.
¢ Move the pointer in one series to move the pointer to the corresponding position in the other series.
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Use MPR tools
Multiplanar reformation (MPR) creates images in orthogonal planes (axial, coronal, sagittal or MIP) relative to a base
image. The MPR tool is hidden until you open a series. Refer to the following topics.

Perform simple MPR
Perform standard MPR

Handle MPR images
Save an MPR series

Perform simple MPR

You can perform simple MPR to generate a single alternate planar view from the base view.

@ Prerequisites:

o If performing MPR on a fusion study, wait until both series are fully pre-fetched.
e Addthe MPR tool.

Procedure

1. Open a series, and then double-click an image to view it full screen.

2. Select the arrow on the right side of the MPR m button.

z@Fame o/

B COROMNAL

B SAGITTAL
¥ AxaaL (Default)
| Mip

3. Inthe button shortcut menu, select a plane.

4. The viewer performs MPR and displays the new plane.

Perform standard MPR

You can perform standard MPR to generate three additional planar views of the base image.

@ Prerequisites:

o If performing MPR on a fusion study, wait until both series are fully pre-fetched.
e Addthe MPR tool.

e Open a series, and then select the MPR W button.
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Note: The plane of the base image determines the default MPR plane.

Handle MPR images
You can handle MPR images in the following ways by using controls in the base image.

¢ To move through MPR images, drag the blue region bars. You can also drag the endpoints to adjust the viewing
angle.

e To move both region bars at the same time, on the toolbar, select the context tool , and then drag on the base
image.

e To change the slice thickness, double-click the thickness value, and then type a new value (or drag the thickness
value).

¢ To change the slab width, select Region, double-click the slab width value, and then enter a new value (or drag the
slab width value).

e Todisplay an MPR image full screen with a large thumbnail of the base image, double-click an MPR image.

Save an MPR series
After you perform MPR, you can save the resultantimages and series for later viewing.
Procedure

1. Perform simple MPR or Perform standard MPR.

2. Right-click a generated cell, point to Save MPR, and then select Instance or Series.

Download Series as MP4
Download Series

Save MPR b  Series
Send Image/Annotations Instance

3. Inthe Create MPR Series/Instance dialog, type a description, and then click save.

Create MPR Series

Enter Description of Series
Reconstruction (MPR)
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Result: A thumbnail for the saved instance or series appears on the thumbnail bar.
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Work with PET fusion studies

The following topics are contained in this section.

Turn PET fusion display on and off
Color and blend PET fusion source studies

Turn PET fusion display on and off
If a PET study was fused with another study such as a CT scan, you can turn display of the fused study on or off.

Procedure

1. Toturn on fusion display, hover over the top of an image to display the image’s top shortcut menu, and then
select PT.

2. Inthe PT button shortcut menu, under PET selection, select a source study.

UE - WA AN

2

“Fused” appears in the lower-left part of the image to indicate the display state.
3. Toturn off fusion display, in the PT button shortcut menu, select Remove current PET.
See also:

Color and blend PET fusion source studies

Color and blend PET fusion source studies

You can add color to source studies in a PET fusion study, and control alpha blending of the two studies. Specifying a
color in one image applies the color to all images in the series.

Prerequisite: Turn PET fusion display on.
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Procedure

1. Inthe PT button shortcut menu, under PET selection, select the source study to color.

UE © T

Alibhs Blaneting e
i Lnly (o1 1005 | 11 0]

. (=T 7% | FT 23
FOW: JI}.C:l Half and Half [CT 50% | PT 50%)

as .00, 2000 SRR
Fused  WILORSOEER 00, z007 SIS

2. Inthe PT button shortcut menu, under Palettes, select a color.

3. Inthe PT button shortcut menu, under Alpha Blending, select a blending option.
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Gather information from images

The following topics are contained in this section.

View pixel values in Hounsfield units
Display DICOM values

Export DICOM values

Print images to a standard printer

Open a third-party application or function

Download images

View pixel values in Hounsfield units

You can view the value of a selected pixel in Hounsfield units.

Prerequisite: Add the relevant toolbar tools.

e Onthe viewer toolbar, select the Hounsfield units W tool, and then select and hold the mouse button on the pixel of
interest.

Display DICOM values

You can display the DICOM tag values associated with the current image by doing one of the following.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the DICOM values button.

e Onanimage shortcut menu, select View > DICOM Values.

DICOM Values [

T_0008_0000_GenericGrouplength uL 1 < 440
T_0008_0005_SpecificCharacterSet C5 | i0 ISO_IR 100
T_0008_0008_ImageType Cs 3 22 ORIGINAL\PRIMARY,AXIAL
T_0008_0012_InstanceCreationDate oA 1 a 202303202
T_0008_0013_InstanceCreationTime T 1 G81901

T_0008_0016_SOPClassulD Ul 1 26 1.2.840.10008.5.1.4.1.1.2
T_0008_0018_S0OPInstancelID 1 1 A6 1.3.6.1.4.1.11157.2023.2.8.0.4.32.8
T 0008 0020 Crodubisks LA 1 & IOTFIMIIE
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Export DICOM values

When you view DICOM values in the viewer you can export them to a CSV. This CSV file can only be displayed correctly
in Notepad, Notepad++, or Wordpad.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure

1. Onanimage shortcut menu, select View > DICOM Values.

2. Inthe title bar of the screen that appears, select the download button.

Result: The file is downloaded to your Windows Downloads folder.

Print images to a standard printer

You can print the current image, series, or study to a TWAIN (non-DICOM) printer. It is a convenient, less-expensive
alternative to DICOM printing, but is not suitable for diagnostic purposes. See also DICOM-print a study.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Onthe viewer toolbar, select the printE button.

Prinl Imaga

Laynuat 1w L Page Slze 8511 Podrak

i
”

'’ 5

!\ #, /. "’

2. Inthe Print Image dialog, enter the following settings.

Prink Trus Glre Fring Magnified

Layout - Select the number and arrangement of frames per page.
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Page Size - Select the paper size and print orientation.
Compress Large Images - Select to compress large images (for lower quality but faster printing).
Selected Image - Select to print the current image.
Selected Series - Select to print all images in the current series.
Current Page - Select to print the currentimage in all displayed frames.
Key Images - Select to print key images from the current series.
All Images - Select to print all images in the current study.
3. Select Print.

4. Inthe Windows print dialog, configure options and select Print.

Open a third-party application or function

If you configured a third-party application or function, you can open it from the toolbar.

@ Prerequisites: Configure opening of a third-pa rogram

e Onthe viewer toolbar, select the external tool button corresponding to the item to open.

Download images

You can download images and series from studies to your desktop in various formats.

e Todownload the selected image as a PNG (regardless of the current series layout), on the image shortcut menu,
select Download Image.
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Work with Display Management

With the viewer’s display management functions you can create and manage highly customized “DMs.” The term DM
refers to display management in general, or to an implementation of a hanging protocol. By using DMs you can precisely
customize how images “hang” in the viewer.

This chapter contains the following sections.

Setup and basics
Create a DM

Use DM groups
More example DMs

Setup and basics
This section contains the following topics.

Configure viewer settings for DMs
Use the DM toolbar

Display images with a DM
Use DM Manager

Configure viewer settings for DMs

Before working with DMs, configure the settings described in the following sections in this manual.

Configure modality-specific viewing options
Configure mammaography
Set up connected displays
Next, configure viewer settings as follows.
Procedure
1. Go to Viewer Settings > MODALITY.
2. Inthe list of modalities, select a modality that you work with (such as CT or MG).
3. Toturn on DMs, in the settings area under Options, select the following checkboxes.

e Auto Hang DM
o DM Allow Missing Cell
e Auto Hang Priors

4. Toview priors, under Prior Options, configure the following.
a. Selectthe Auto Open Prior checkbox.

b. Inthe Auto Open Prior Count dropdown list, select the maximum number of priors to open at once.
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5.

6.

Select SAVE.

Repeat for each modality that you work with.

Use the DM toolbar

The DM toolbar gives you quick access to DM related functions.

Show the DM toolbar

You can manually display the DM toolbar in the viewer, or configure the viewer to display the DM toolbar

automatically for selected modalities.

Manually: In the viewer, select the display manager ﬂ button, and then in the button shortcut menu, select
Show DM Toolbar.

Automatically: On the viewer toolbar, select the settings H button. Select MODALITY, select modalities,
select the Show DM Toolbar checkbox, and then select SAVE.

Use the DM toolbar

In the example in the figure below, the toolbar contains tools on the left, and DMs (DM and mg_DM) on the right.
"DIAGNOSTIC MAMMO" is the name of a user-created DM group. Use the toolbar as follows.

I DIAGNOSTIC MAMMO w I

[Top button]: If available, select a DM group to display the group's DMs on the right.

Save: Saves a new DM based on the current layout.

Save Study: Saves the current configuration for the current study only.

Update: Overwrites the current DM with properties taken from currently displayed images.

Caution: Selecting Update deletes all settings of the current DM.

Manage: Opens the DM manager.

Reset: Select to apply any newly created or edited DMs.

Refresh: You can also refresh DMs to update the list of applicable DMs.
[DM]: Select any DM on the DM toolbar to apply it in the viewer.

Display images with a DM

You can select from a list of previously configured DMs to hang the current study. If you show the DM toolbar in the
viewer, you can select a DM on the toolbar (see Use the DM toolbar). Otherwise, you can use the DM button on the

viewer toolbar as follows:
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Procedure

1. Open a study in the viewer.

2. On the toolbar, select the DM ﬂ button.

3. On the button shortcut menu, select one of the DMs in the list.
fomin R T o & x BE e 1+ JAE
]

BTO RCC

i

ER01 ROOM 1

| sigmoid linear ( 100% )
| quad zo0m DM (100...

3 priors and primary_...

Update
DM Save
Show DM Toolbar

Result: Images hang according to the settings in the DM. When multiple images hang in a single cell, they
appear in the same order as in the DM.

4. Optional. You can change the view as follows.

e Rotate the wheel to page through any additional images in the study that the DM can hang.
e Drag athumbnail onto a cell to display it there.
e Use the left or right bracket keys ([ or] ) to move to the next or previous DM step.

Use DM Manager

In DM Manager, you can create, edit, and manage all your DMs from a centralized screen.

1. Onthe viewer toolbar, select the display manager ﬂ button.

2. Inthe button shortcut menu, select DM Manager.
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DM Manager E
L Geguaps Select - Llagrs viztal w Filtess Shaw All w
m O show insctive Manitors | Al w
Mladality MG kdammagraphy] - DM Geioup SELECT w Hame
==

Man. . fvailability  Chwner Proview
O mgom 1 MG Glchal viztek ® & § o
i
O om i MG Glchal viztek @ & B

]

_— Drag to reorder |
O HE:W 2 WG Private @ ¢ 0w

Each DM appears in its own row (light blue, bottom half)

Note: When you open a study in the viewer, it hangs in the highest DM in the list that matches the study.

3. Tosearch fora DM, enter one or more of the following search criteria.

You can also click column headers to sort by, for example, the DM name or its number of monitors.

User Groups Select the group to which the DM user belongs.

Users Select usersassociated with the DM.

Filters Select whether the DM is private (user-specific) or public.
Monitors Select how many monitors are configured in the DM.
Modality Select the modality associated with the DM.

DM Group Select DM groups associated with the DM.

Name Type all or part of the name of the DM.

4. Select SEARCH.

Result: DMs matching your search criteria appear in the list at the bottom of the dialog.

5. To open the DM for editing, double-click it, or select its edit & button.

Use DM tools

Each DM has four buttons on the right side of the list:

® J W b @
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Add - Adds the DM to a DM group that you can select.

Edit — Opens the DM for editing (for configuration, see Create a general DM).
Delete - Deletes the DM from the list.

Duplicate - Duplicates the DM and prompts you to name the duplicate.

Copy - Sends a copy of the DM to a user group or user.

Create a DM

DMs are very powerful tools for customizing the way studies are displayed in the Exa PACS/RIS viewer.

Prerequisite: Configure viewer settings for DMs

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

Create a general DM

Use the Display Management sub-tab
Create a mammography DM

Add a mammo rule for breast implant displacement

Create a general DM
The following is an example of how to create a basic general (hon-mammo) DM.

Procedure

1. Open a study in the viewer that you want to hang in the DM you are creating. Set the series layout and drag
images into the cells.

2. Onthe viewer toolbar, select the display manager ﬂ button, and then select DM Manager.

3. Inthe DM Manager dialog, select ADD NEW DM.
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DM Manager
User Groups Salect w Users virtelk w Filters
Show All b
EXPORT SELECTED EXPORT ALL IMPORT O Show inactive Monitors | a4l w
Madaht:f' MGMamm :.gra;:uhllr:- L D E."c-up- SELECT L

=

Hai. 2 MonitorSumm. .y Availability Owner Praview
| B mabM 1 MG Global  viztek G 2 ®
4. Inthe second DM Manager dialog, enter the following settings.

HF Properties

Name * O tnactive OO Private

HE |dentifier Mn'di“l]"

Body Part w
Name Type a name for the DM.
Inactive Optional: Select to disable the DM until ready to use.
Private Optional: Select to make the DM available only to you.
Modalities Select all modalities that potentially could hangin the DM.

Note: This must be the modality of the currently opened study, or the validation
percentage may not reach 100.

Body Part Optional: Prevents all but the selected body part to display.

To display any body part, leave blank.

5. Inthe Preview area, under Monitors, select the number of monitors you use for viewing images.

6. Under Preview, in the upper-left corner of the frame, select "1*1" and then select a cell layout (for the study-
level series/images within the monitor).

7. Optional. Select 1*1 in one of the cells, and select a series layout (for the series-level images within a cell).

8. Optional. To allow missing cells, in the upper-right corner of a page or cell, select the checkbox (see About

missing cells).
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]
"
5

Figure. Inthis example, 3 pages (monitors) are configured, with 1, 2, and 4 cells added to each page, respectively. On the second
page, Allow Missing Cells is selected at the page level, which means that either the left, right, or both cells do not have to match.
On the third page, the study will hang ifimages for the lower-right cell are missing, but not if they are missing in any other cells. The
upper left cell is selected for adding a matching rule group and/or matching rule. Because the validation percentage is not yet
100%, matching rules must be added.

Add general matching rules

Matching rules define which images can hang in which cells. The DM's modality, body part, and allow missing cell
settings roughly define this, but you need matching rules to finely define this. The validation percentage tells you
whether your rules are sufficient to hang the currently opened study--add matching rules until it reaches 100%. In
addition to matching rules, you can also add prior rules (see later in this topic).

1. Under Preview, select a cell.

2. At the bottom of the window, on the MATCHING RULES tab, select ADD GROUP.

I% Note: Adding a group to contain your rules is optional, but we recommend doing so for most applications
because you can combine rules with AND/OR logic (see the OR dropdown in the figure below).

Result: The new group initially appears as a row of buttons under the ADD GROUP button.

AT

ADD GROLWN | ADD GEMERAL RULE 4DD MAMMO RULEJADD PRIOR RULE|DELETE GROUP OR .

3. Inthe group, select ADD GENERAL RULE.

4. Inthe Matching Tag dialog, enter the following settings.
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Matching Tag >

ECOM Fisdd/Tag *  SeriesDescrtion
Cperatar = Equal ¥
Matching Valus ¢ ri.

PACHESTI CHESTPAE CHEST
APE CHESTE

This rule allows CTs with chest-related series descriptions to hang in

the cell.
DICOM Field/Tag Select anitemto match (the argument of the rule).
Operator Select a matching operator.
Matching Value Type a value that must match for the rule to be satisfied, and then select the plus
sign. Add as many values as could potentially match.

5. Repeat to add rules for all other cells, until the validation percentage is 100%.

l% Note: The order of your rules matters. Images hang in the order of rules in the DM (previously, they hung in
the order they appeared on thumbnails).

6. In DM Manager, select SAVE.

7. To automatically apply additional processing to cells, see Use the Display Management sub-tab.

Add a prior rule

If you want to hang priors in a cell, create a prior rule instead of a matching rule.
1. Selecta cell, and on the Matching Rules tab, select ADD PRIOR RULE.

2. Select the index of the prior to hang:

e ANY - Open any prior that matches
e 1-Open prior number 1
e 2 -0Open prior number 2

Use the Display Management sub-tab

To automatically apply additional processing to all images that hang in a DM, you can use the Display Management tab in
the DM manager.

Procedure

1. InDM Manager, open a DM, and then select a cell.
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2. Onthe DISPLAY MANAGEMENT sub-tab, enter the following settings.

TCHING RULES MHSPLAY MANAGEMENT
Auta-Orient Right Edge Bottom Edge LuT Auto W
{Blank to
' Bore Enhance w
Disable):

Window/Level ) Default
Ratation Hone B O Mrrer
™
(Clockwize) L Ciom
Heprocess Select w
View (Zoom) Fitto Winc
|:] |wert |:, Sigrmold .:l Linear
O crade O Fusion O cap
O Current MG Only

Auto-Orient [Unused]

Rotation Select a degree of clockwise rotation.

Mirror Select to switch the left and right breast view.

View Select azoomtype.

Invert Select one or more processing functions to apply.

Sigmoid

Linear

CLAHE

Fusion

CAD

Current MG Only Exempts the current cell fromthe Stack by View and Prior option.

CAD Select to display CAD values according to the SR CAD settings when the user reaches
this step of the hanging protocol.

LUT Select an LUT to apply.

Bone Enhance Select a percentage of bone enhancement.

Window/Level Select Default or Custom. If Custom, type the values to apply.

Reprocess Select to generate an additional view from the base view.

3. Select UPDATE, and then SAVE.
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Create a mammography DM

The following is an example of how to build a DM that displays priors on top and current images (RCC, LCC, RMLO, LMLO)
on the bottom. This DM shows all main views and specialty views such as spot and cleavage, synthesized views
(including Hologic Intelligent Views), and implant displaced views.

Prerequisite: For the modalities in the example, configure viewer settings (see Configure viewer
settings for DMs).
Procedure
1. Inthe viewer, on the toolbar, select the DM button, and then in the button shortcut menu, select DM Manager.
2. Select ADD New DM.
3. Type a name for the DM, and then enter required settings.

OPTIONAL: In the Body Part list, select Breast.

DM Manager
HP Properties E
Mame * MG TEST O inactive [0 Private
HP Identifier Madality
Modalities * m
Body Part * Braast .

4. Inthe Page Count box, type the number of monitors.

Preview 0% Page Count *|2

242 0 L_..I @ Allow missing cells

Select ta always show the cell

== v ff entena do nol match
11 D 11 D D

™1 D 17 D

5. Select the layout numbers (such as 2*2 or 1*1), and then select the number of cells.
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6. Selectthe Allow missing cells check box for each page and/or cell that you want to always display, even if
empty (such as for a unilateral diagnostic).

7. Selecta cell, and then on the MATCHING RULES tab, select ADD GROUP.

8. Inthe list, select OR, and then select ADD MAMMO RULE.

MATCHING RULES DISPLAY MAMNAGEMEN

o
ADD GENERAL RULE Anuumuunum Ampmmm I

e “OR” means "this rule, OR any subsequent rules."
e Groups allow you to have the system look for multiple views, and use one DM for multiple scenarios.

9. Forthe upper-left cell, add the following rule criteria:

"Right breast, CC Family, Any specialty view except ID, and processed."”

Mammo Rule

O Lef
® mignt
O
Wi ¥ CCfamily
DOMT CARE

Processing Type * (D Unpeocessad
O Tomosyninesis
lf:}' Synthesizad View

& Processsd
0 ]

Image Indax ARy w

Side Left Left breast
Right Right breast
? Either
View [Various] Select the primary breast view.
[Various] Select the secondary breast view. Select DON’T CARE to allow

any of the secondary views to display except ID.

Processing Type Unprocessed Raw images

Tomosynthesis 3D images
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10.

11.

12.

13.

14.

15.

16.

CView 2D images taken from a tomosynthesis study
Processed Standard 2D images
? Images without the “0008,0068” Presentation Intent Type DICOM
tag.
Image Index ANY Images of any index can hang
1-20 Only an image of the selected index can hang.
Select SAVE.

Result: Rules matching your criteria appear in the list.
Within your group, select ADD MAMMO RULE and add the following additional rules.

e Right, CC Family, Don’t Care, Synthesized
e Right, CC Family, ID, Processed
e Right, CC Family, ID, Synthesized

From outside the group, select ADD PRIOR RULE for this cell.

MATCHING RULES DISFLAY MANASEMEN

JoowwmonAE_ —toormormas
x -

DOMT CARE / CC / / ANY - Side: Right| Processing Type: Processed| .* [

DONT CARE / XCC / / ANY - Side: Right | Processing Type: Processed| .~ [

Note: The button outside the group applies the rule to the entire group.

For Study Index, select one of the following options.

e Any: Display all allowable MG priors (the allowed number depends on Auto Open settings for the MG
modality).

e 1: Show the first prior

e 2: Show the second prior

In the Display Management tab, customize the way the image displays with the following options (see Use the

Display Management sub-tab).

Repeat steps above to configure each cell of your DM.

Select SAVE at the top.

See also:

Create a general DM
Mammography views
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Add a mammo rule for breast implant displacement
You can create a DM for breast views that allows you to displace (effectively hide) the implant.
Procedure
1. Addamammo rule to a DM cell, and in the DON'T CARE list, select ID.
2.  When viewing implant images, rotate the wheel to switch between displaced and non-displaced views.

See also:

Create a mammography DM
Mammography views

About missing cells

By default, DM pages and cells do not allow missing cells. This means that if no image exists in the study that can hang in
one of the cells on a page, no images hang at all on the page. For example, if you configured a DM to display a current
image in the left cell and a prior in the right cell, but no prior is found, neither current nor prior image hang unless you
select to allow missing cells.

It can be preferable to allow missing cells. For example, if you configured your DM to display up to three priors, but only
two priors are found, you still want to display the current image and the two priors.

Create a DM from an existing layout
To create a DM more quickly, you can arrange a layout in the viewer, and then save it as a DM. Available for all modalities

except mammography.

Caution: The rules that are created with this method include as many parameters from the source studies as
possible, and may be overly restrictive for general use, or apply unexpected image processing. Therefore to ensure
proper hanging and rendering, review the resultant rules in both the MATCHING RULES and DISPLAY
MANAGEMENT tabs and modify if necessary.

Procedure
1. Open a study in the viewer and configure the display to your liking.
2. Onthe toolbar, select the DM button, and then in the button shortcut menu, select DM Save.
3. Inthe DM Information dialog, type a name for the DM and select or clear the Private checkbox.

4. Select SAVE.

500-000883A 424



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Export and import DMs
You can import and export DMs for use in other Konica Minolta systems.

Procedure

1. Onthe viewer toolbar, select the display manager button.

2. In the button shortcut menu, select DM Manager.

M Manager

User Groups Salect w Users viztek b Filters
Show all w
EXPORT SELECTED EXPORT ALL IMPORT O show Inactive Monitors. Al w
Waodality MG{Mammography} w DM Group SELECT -
E=a o

[T MonitorSumms. .y Avsilability Owner

B mgom 1 MG Global  wiztek

O om 1 MG Global  wistek —| T 2 Wy

3. Select EXPORT SELECTED or EXPORT ALL.
The DMs are added to a single JSON file and downloaded to your computer.

4. Copy the file to the destination system, display the DM Manager dialog, select IMPORT, and then open the
exported JSON file.

Use DM groups
DM groups help you organize and share your DMs. This section contains the following topics (not all topics may be
available depending on region and version).

Add a DM group

Share DMs with a DM group

Share DM groups with users
About DM groups and private DMs

500-000883A 425



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Add a DM group

To organize your hanging protocols, you can place them in groups. To add a group:
Procedure

1. Goto SETUP > OFFICE > DICOM.

3.  Onthe HANGING PROTOCOLS tab, under DM Group, select the plus button.

4. Inthe DM Group dialog, on the left, type descriptive information for your DM group.

DM Group X

Group Name Associate group to study by:
o e RS
Modality

Body Part

Description

5. Under Associate group to study by, do one of the following:

e Select APPOINTMENT TYPE, select one or more appointment types in the list, and then select SAVE.
e Select STUDY DESCRIPTION. In the Study Description box, type a description, and then select the plus

button.

6. Click SAVE.

Share DMs with a DM group
To add (share) DMs with a DM group:

Procedure

1. Goto SETUP > OFFICE > DICOM.

3. Onthe HANGING PROTOCOLS tab, find a DM to add to a group.

4. Onthe right, select the share  button.
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5. Inthe Share dialog, select the group with which to share the DM, and then select SHARE.

Share DM groups with users
By default, DM groups that you create are only available to you. To share a DM groups with other users or user groups:
Procedure

1. Goto SETUP > OFFICE > DICOM.

3. Onthe HANGING PROTOCOLS tab, under DM Group, select a DM group to share.

4. Onthe right, select the edit & button.
5. Inthe Edit DM Group dialog, select SHARE.

6. Inthe Copy dialog, select users or groups with which to share the DM group, and then select COPY.

About DM groups and private DMs

When a DM is created by a member of a DM group, the following apply.

Private** Original Creator Read/Write
All Others None
Copy Shared with users Read/Write
Shared with user groups Read-Only
Copy of shared copy Shared with users or user groups Read/Write
Non-Private Original Creator Read/Write
Group members Read-Only
Copy Shared with user group or DM group members | Read-Only

*Read here means view, use to hang studies, or copy to other users.

**|mported DMs are automatically marked as Private for the importing user.

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

Example DM with a general matching rule
Example DM for ultrasound
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Example DM with a general matching rule

In this example we add a DM for viewing chest X-rays with an AP view on the left and a lateral view on the right.
Continuing after step 3 of “DM examples:”

Add the DM

1. InName box, type CHEST TEST.

2. the Modality list, select CR, and then select DX.

3. Inthe Page Count box, type or select 1.

4. Under Preview, on the page header, select 1*1 and selecta 1 x 2 cell layout.

Add a rule group and general rules for the left cell
1. Selectthe left cell, and on the MATCHING RULES tab, select ADD GROUP.
2. Inthe new group, select ADD GENERAL RULE.
3. Inthe Matching Tag dialog:
e Inthe DICOM Field/Tag list, select Modality.
e Inthe Operator list, select Equal.

¢ Inthe Matching Value box, type CR, select the plus (+) button, and then select SAVE.

Note: In practice you may also want to add the DX modality.

4. Following the previous step, add another general rule:
¢ DICOM Field/Tag = SeriesDescription
e Operator = Contains
e Matching Value =ap
5. Onthe right side of the matching rule group, in the list, select AND.

This means that the image must satisfy both rules to hang in the cell.

Add general rules for the right cell
1. Selectthe right cell, and select ADD GENERAL RULE.
2. Inthe Matching Tag dialog, add the following rule:

¢ DICOM Field/Tag = SeriesDescription

e Operator = Contains

e Matching Value = lat
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3. Nextto Preview, confirm that the validation percentage is 100%.
4. Select SAVE, and then close the DM manager.

5. Select F5 to update the viewer with your new DM.

Example DM for ultrasound

In this example we add a DM that hangs a 3 x 2 series layout (3 rows, 2 columns) of only ultrasound images.

1. For the modalities in the example, configure viewer settings (see Configure viewer settings for
DMs).

2. Open a US study of the relevant type in the viewer.
3. Click the DM button, and on the button shortcut menu, click DM Manager.

4. Select the relevant modality and then click ADD NEW DM.

Add the DM

1. InName box, type US TEST.
2. the Modality list, select US.
3. Inthe Monitors box, select 1.

4. Under Preview, select the 1*1 cell (not the page header), and select a 3 x 2 series layout.

Add a general rule for all images
1. Selectinside the page’s 1*1 cell to highlight everything around the 3 x 2 series-level cells.
2. Add the following general rule.

¢ DICOM Field/Tag = Modality

e Operator = Equal

e Matching Value = US

3. Confirm that the validation percentage is 100%, and then save the DM.
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Work with Peer Review

With purchase of a separate license, Exa PACS/RIS automates the assigning of approved studies for peer review, and
provides an advanced workflow for conducting them. This chapter contains the following sections.

Configure peer review
Use peer review

Configure peer review
Before using peer review, perform the following configuration tasks.

e Configure peer review in your company's General settings.
e  Set up peer review user rights
e Link peer review users to resources

e Configure peer reviewing provider filters

Set up peer review user rights
Perform the following steps to give peer review functionality to radiologists.

Procedure

1. Goto SETUP > OFFICE > User Management > USER ROLES.

2. Double-click a user role to use for peer reviewing, such as the Radiologist user role (or if useful, you can create a
dedicated Peer Reviewer user role).

USER ROLES

ROLE MAME 2

Billing

W Rap

Note: The user role must be one that is assigned to the user group whose members you want to be peer
reviewers.

3. Inthe User Role Permission area, select the applicable user rights.
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PeerReview

Peer Review allowance
Bl Peer Review manual appointment

B Poor Review Operational

Peer Review allowance The right for radiologists to perform peer review.

Peer Review manual appointment | The right to manually appoint a peer reviewer to a radiologist.

Peer Review Operational The right to view the Peer Review Operational report.

4. Select SAVE & CLOSE.

5. Continue to Link peer review users to resources.

Link peer review users to resources
Link all of your peer-reviewing radiologists to a Provider Radiology resource by using the following procedure.

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE > ADD.

RESOURCE

Type = Frovider-Riadiclogy ~ Markst HOMNE SELECTED =
Kame Richiand Y Fradislogist
Tile
WFT Mo
Licersa Ho
Tauonony Code
banrdicoen | dar hin

2. Enter the relevant settings. Most are self-explanatory, but note the following.

Type Select Provider-Radiology.
Code Type your internal resource code.
Facilities Select the facilities whose radiologists perform peer review.

3. Select SAVE.

4. Onthe LOGIN DETAILS sub-tab, in the Select User dropdown list, select the radiologist and select LINK USER.
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Alternatively, you can create a user "on the fly" in the right side of the screen.

LOCATIONSIOORTACTS LOGIH DETAILS ALT MOBILE SCHEDULE TEMPLATES SIGNATURE SLMPMARY FEER REVIEW

Salect Ugar Solect usor - B e Lisaor ®

m pals.s“l:“xu -

Corfinm Password *

Arcess Erpifes
Afier days )

[ oneTime Acceas

Grougn Mame *

Radiclagist{AADZ] M| Hide A0 Groups

Cﬂﬁﬂ'El.ISﬂl

5. Select SAVE & CLOSE.

6. Optional: Continue to Configure peer reviewing provider filters.

Configure peer reviewing provider filters

Exa PACS/RIS automatically assigns random studies to each peer reviewing provider that are relevant to those providers.
To specify which studies are relevant to which providers, configure filters for each peer reviewing provider as follows.

Procedure
1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE.
2. Double-click the peer-reviewing radiologist resource.
3. Onthe PEER REVIEW sub-tab, enter filtering criteria.
For example, if the provider can only review studies from the “Angela Facility” facility:
a. Under Facility, select Is.

b. Inthe list of facilities, select Angela Facility.
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LOCATIONS/COMTACTS OGN CETALS ALT, HAME WOEILE SCHEDULE TEMFLATES IATURE SUMBMARY PEER REVIEWY
Facility Madality
AngauihRuls - BD
. Argels Faility BR:
® = O ismot Ange Faciliy O O emo ey
GobaTesiFac ity - CE -
CPT Gode Appointment Type
0 o= O s ot O s O mhm

@ Note:

o A study must meet all of the criteria you specify here to be available to the provider for peer
review.

e If no criteria are specified in this screen, the radiologist can peer review any study.

e Leave settings blank to "select all."” For example, leave the Study Description setting blank if
the provider can review studies with any description.

4. Select SAVE.
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Use peer review

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

Assign a peer reviewer for a study
Reassign peer review

Conduct a peer review of a study
Manage peer review disagreements
Create a peer review report

Assign a peer reviewer for a study

Exa PACS/RIS automatically assigns peer reviewers and adds studies to their MY PEER REVIEW worklist filters.
Additionally, users with rights can manually appoint peer reviewers for their studies with the following procedure.

@ Prerequisites:

e  Configure peer review
e  Obtain the Peer Review manual appointment right

Procedure

1. Onthe worklist, right-click a DICOM study, hover over Exam, and then select Assign Study.

+ 2 SrHEH @mB I Nirmilla Test Facility
3 Edit Study

+ 2 L & * k. srinika Facility 1
& Patient Information

+ = [ ¢ % 1B B B Change Status srinika Facility 1

+ B[O Pl 5 B Exam &% Assign Study

+ 80 5 a ¥  Actions B Lock Study g
By CondBonnst = bheme/Sniit

2. Inthe Study Assignment dialog, on the Assign for peer review dropdown list, select a peer reviewer resource.

Study Assignment

Assign 1o Radislogist arsign to Feer Aeviewer
= Radiclag=s Richand L Temsl, Faddologiet H|®
CLEAH ASSIGRED PEER REVEWER
Sty Date Sty dusctiplion Faniity Current Frovider

D102/ 3024 ANGRPH ADAML Bl SLCTW RER! Himila Test Radioiogist,
Faciliy Richard

3. Select SAVE.
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Reassign peer review

Administrators can reassign a previously appointed peer review.

Procedure

1. Goto SETUP > OFFICE > User Management > ASSIGNED STUDIES > PEER REVIEW.

ASZIGMNED STUDIEE

ZER READIMNG PROVIDER FEER REVIEW
ASSICHED RADNOLOGIST STUDY DESCRIPTION ASSIGHED BY
Rudiologist, Richard G WDEC US S8 Ry, Hirmitla

Radialogist, Richard Fioy, Mirmifla

Test, Rediologist HISLCTY RS2 Roy; Hirmifla

Radialogist, Richard ANGRFH VISC SLCTVISUPRASLCTY R3E Systemn Assignment

2. Select one or more studies, right-click, and then select Reassign.

3. Inthe Appoint Peer Reviewer dialog, appoint a new peer reviewer.

Appoint Peer Reviewer

Assagn 1o Radislogist AnHgn be Feer Arviewer

-+ IR ks bt ate B
Shady Date  Shudy disesiplion Fasiity Current Preisar
Radiclogist, Rickard {Rfad)
01718/0023  EOHE LEWGTH STUDIES Hiemnila Test Aociodogist,

Facilily Richard

4. Select SAVE.

Conduct a peer review of a study

When peer reviewing radiologists sign in to Exa PACS/RIS, a MY PEER REVIEW worklist filter appears with all studies
assigned to the user for peer review.

Procedure

1. On the worklist, select the MY PEER REVIEW tab
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= Worklist

1
MY PEER REVIEW

{ MODALITY PR STUDY DESCRIFTION PR AGE-TIME OF STUDW PR GEMDER PR REASOM FOR STUDY PR

XA ANGRPH ADRNL Bl SLCTV RS&] undefined F

The symbols accompanying studies indicate the following:
® Awaiting first review

© Awaiting second review

(@)

Awaiting third review (disagreement)
2. Double-click a study to peer-review.

3. Inthe Peer Review panel, select buttons on the toolbar to open any panels you need to conduct the review.

- LN

Buttons: Peer Review (always ON), Prior Reports, Documents
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I

=2 Peer Review

|8 e )

Exary: RADSOGRAPH OF THE titt__ HAND
Techaique: PA, chigue and ltarsl vewa of e mrem__ Fand st suferitied
Chmical Data: Pam mismmmend pain

|F|1ﬂr3l1.|dh¢

sclomeis and sponing presest. Eary erosive changes PP and DI joint lavels, and Bt camal-matacsanal jint
Corelae with ernshe oocarbnbs. Ossiedioaioified deraby akong the base of the st meiscapal may raflact
it cheains ki ) VAT Presd cis i, Sl i A ANWeimakatiy, B diating s2ise fractee of off |
e OEsacus abnod makly.

Findings: Tren is regional ostecpenia. Scatemd modemie degeneraive changes wit joint space narmming _

|mm= Comments

ReCoomimsn dation:

A T B

4. Optional. To add documents, in the Documents area, select FULL SCAN (display options before scanning)
scan or QUICK SCAN (scan without options).

5. In the top-right corner of the Peer Review area, select an agreement level.
6. Ifyoudidn't select Agree, type your reason in the Comments box.
7. Select one of the following:
SKIP - Withhold your review temporarily and return to the study later.
SUBMIT & NEXT — Submit your review and open the next study in your list.

SUBMIT - Submit your review.

Manage peer review disagreements

The worklist provides a Peer Review Disagreements tab for administrators that lists all peer-reviewed studies for which a
reviewer selected Disagree. On the Peer Review Disagreements tab, administrators can reassign a study to a specific
user for a third opinion, or dismiss the study, such as when a third opinion is not available. Users who are assigned for a
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third opinion peer review receive the study in their My Peer Review tab, and perform the new peer review in the usual
manner. To manage peer review disagreements:

Prerequisite: Sign in as an administrator with the Peer Review manual appointment right.

Procedure

1. Inthe upper right corner of the worklist, select the disagreement button.

2. Inthe PEER REVIEW DISAGREEMENTS tab, right-click a study.

FEER REVIEW DISAGREEMENTE <

MODALITY PR STUDY DESCRIPTICH PR FACILITY PR AGE-TIME OF STUDY PR GENDER PR REASOM FOR STUDY PR AGREE

i ANGRFH ADRNL B1 SLCTV RSS! zay E i

Dizrmizs Sudy

Reassign for Addtional Redew

e Toget a third opinion, select Reassign for Additional Review, and then assign a new peer reviewer (see
Assign a peer reviewer for a study).

e Todismiss the study, select Dismiss Study.

Create a peer review report

You can generate a report that shows details on studies that were peer-reviewed.
Prerequisite: Obtain the Peer Review Operational right.

Procedure

1. Onthe burger E menu, select Reports.
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WORKLIST

PATIENT ARRIVAL WORKLIST

DHSPATCHING DASHEOARD

DUFERY/RETRIEVE

Report Filter

Filter Fields

Facilities
From Date/To Date =

Sy Compary BMDD/YYYY i

MDY =

Patients
Date Filter
Ssarch Patient

® Study Date
Y Referring Physician

M =rhadide Nata

2. Next to the burger button, select the word REPORTS, and then select Peer Review Operational.
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Schedule & Exports

Daily Schedules

Export Completec

Sludies

Marreting Rep
Activities

Unsignad Onders

Operations Patients

Cancellation Beason Waorksheet
Scheduler Activity

Unfinished Studies

Referrals \Variance

Studies Breakdown

Studies by Modality

Studies by Modality
Raorm

Modality Breakdown

Technologist
Productivity

Peer Review
Operational

Fees by Facility and
kMedality

rees by Dadicloniat

My R

Mty B

3. Enterfiltering criteria, and then select a button corresponding to the format in which you want to generate the

report.
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Work with Patient Kiosk

This chapter contains the following topic and sections (not all may be available depending on region and version).

What is Patient Kiosk?

Configure Patient Kiosk

Use Patient Kiosk as a patient
Use Patient Kiosk as a healthcare staff member

What is Patient Kiosk?

With a license for Patient Kiosk, Exa PACS/RIS provides functions that streamline the patient check-in process.
For Patients

Patient Kiosk enables patients to check in for their appointments on a touchscreen device at a healthcare provider’'s
facility. During check-in they can view and update demographic and insurance information, and complete and sign
electronic forms. Checking in through Patient Kiosk ensures that patients are correctly matched to their records.

For Staff

Staff can use functionality within Exa PACS/RIS to process appointments and information coming from patients using
Patient Kiosk.

Configure Patient Kiosk

This section contains the following topics.

Make study forms available on Patient Kiosk
Configure the wait time monitor

Make study forms available on Patient Kiosk

You can configure study forms (such as medical history and consent forms) to be available to the patient for viewing and
signing on Patient Kiosk.

Procedure

1. Goto SETUP > OFFICE > General > FORM BUILDER.

500-000883A 441



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

FORM BUILDER

DOCUMENT MAME MARKETS
aM =
#* B Contrast Consent for kodinated Dye

< B ©T Screening Form

B Echocardiogram Wak shest

2. Double-click the form you want to make available.

3. Onthe ASSIGN tab, select the Viewable on Patient Portal checkbox.

Form Mame*  Echocardiogram Woekshe

Markets

Facilities ®

Modalities Sefact
Document Type Select...

Viewshle on Patient Portal

[0 Auto Assign fo Stedy

Insyrance Al UTRT T T o

4. Move down to Facility, and select the checkboxes for the facilities where the form will be available.
5. Select SAVE.

See also:

Add a study form to a patient record

Configure the wait time monitor

The wait time monitor appears in the upper right corner of the patient arrival worklist. It is similar to the TAT and STAT
monitors on the traditional worklist, but indicates how long and how many patients have been waiting since sign-in on
Patient Kiosk. By default, the monitor includes three time bands (10, 20, and 30 minutes), but you can change the
number of bands, their colors, times, and descriptions.

Procedure

1. Goto SETUP > OFFICE > Office > COMPANY > APP SETTINGS.

2. Inthe left pane, select Patient Arrival Wait Time.
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CORIPAMY
Tode ¢ Mame * ity Gormpany Timeeone *  5Easiem w [ Enstle i0aP [ Erabie Roopts Service [ Enalte Paymend G
i e Eaaes
Sfatas BESCRIFTION WIRLITES (=il ]
Secan Document Types r E  Homal 0 m
R @ = e =
TAT -
B I=medipts fickinn Recsmoransad 1]

TR Description *
&cness Regzon

Ordering Facity Typas

Tart Coder = Black

MNeiag

3. Inthe right pane:
e Toaddanew band, at the bottom of the list, enter settings (such as Description and Color).
e To edit an existing band, double-click it in the list, and change settings as needed.

4. Select SAVE.
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Use Patient Kiosk as a patient
Main topic: Sign in as a patient.

Signin as a patient
Patients can use Patient Kiosk to sign in at the point of care. To start, select a facility or type its name to search. Next:
Procedure
1. Onthe Welcome page:
o New patients: Select New patient, and then skip to step 3.
e Existing patients: Select Existing patient.
2. Onthe Check-in page:

e If you were given a check-in code prior to arrival, tap CHECK-IN CODE. On the Check-in Code page, enter
your code, select the | agree to the HIPAA privacy notice checkbox, and then select Check In.

e Ifyou do not have a check-in code, tap PATIENT PORTAL CREDENTIALS, enter your credentials, select the
| agree to the HIPAA privacy notice checkbox, and then select Check In.

3. Onthe Demographics page, enter or edit your personal information, and then select Next.

Demographics

Entervery personal indormaton

FIRAT MAME * MICOLE WANE

LAST NAME * SUFFIK

4. Onthe Contact information page, enter or edit your contact information, and then select Next.

Contact information

Contac nlormatisn

E-HaiL HOAERS LINE 1 *

ADORERS LIKE 2 CITY ™
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5. Onthe Responsible party page, enter or edit information for the entity paying for the procedure, and then
select Next.

Responsible party (patient guarantor)

Emeriverfy name and oostact info - if biank, patent will be responsibie

RELATION IHIP

Salact 4

| Self
Child
Spouse

| Others

6. Onthe Primary insurance page, enter or edit information for your primary insurance provider, if any, and then
select Next.

Primary insurance

Selett 3 primary inurance provides and prowide pobicy & group information

SUBSCRIBER NELATICH SHIF IHSUNARCE PROVIDER *
Self -

FOLICY NUMBER * GRTUP MUMBER *

FIRET Huahee MIGDLE HaNE

Note: If you do not know the policy number or other details, you can leave them blank for now.

7. Onthe Secondary insurance page, enter or edit information for the secondary insurance provider, and then do
one of the following.

e If the Submit button appears, select it to finish sign-in.
e Select Next, and continue to the next step.
8. Onthe Forms page:
a. Inthe Whols Signing list, select the signer.
b. Inthe Name box, type the name of the signer.
c. Selectaform in the list, read/edit the form, and then select SAVE.

d. Use your finger or stylus to sign your name in the signature box, and then select Save Signature.
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e. Repeat for all other forms in the list, and then select Submit.
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Use Patient Kiosk as a healthcare staff member

As a healthcare staff member you can use Patient Kiosk to check in patients for appointments. To check in patients from
the schedule book, see Check in a patient for an appointment. The following topics are available in this section.

Generate a check-in code for a patient

What is the patient arrival worklist?

Check in a patient for a scheduled appointment
Check in a patient if new or their chart is not found
Check in a patient if demographics do not match
Check in a patient for a walk-in appointment

Generate a check-in code for a patient

To facilitate patients checking in for their appointments through Patient Kiosk, you can either configure a patient portal
account (see Add or edit a patient’s portal account), or provide them with a check-in code as follows.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION.

L\ 12,12 (Acc#:L21L.21095), 09/09/2000 , M, 22

PATIENT INFORMATHON o

2. Select CHECK-IN CODE.

Result: A dialog appears with the check-in code.

Chieck-in Code

Test, Richard

B1QPQK

3. Send the code to the patient by using email, phone, or other means.
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What is the patient arrival worklist?

The patient arrival worklist is a screen within Exa PACS/RIS that staff can use to manage the check-in process for patients
who use Patient Kiosk. When a patient checks in for an appointment, a patient row is added to the patient arrival worklist.
Staff confirm or update the information in each row, and complete the check-in. They can also take receipt of
electronically signed patient intake forms, and perform other registration tasks.

& Test, Valerle Volley 01,/31,/2000 (23) FIX_Tes\V10M s
DA BONE DENSITY STUODY T+ SITS APPENDICULAR SKEL Arrival- 1:57 PM Scheduled - 2:00 PM

. ) [ |
U Test, Valerie 01/31/2000 (23) New Patlent

No study descriptian Arrival - 2207 PM No study schedided

The Patient Arrival Worklist

The symbols to the left of the patient name indicate the registration status.

&, Existing patient, no verification required.

:jf\-_': New patient, or matching record not found. Requires searching for a matching record and/or verification.

& Sign-ininformation differs from the patient chart, requires verification.

The color of the square on each row of the patient arrival worklist indicates how long the patient has been waiting to be
checked in. By default, the colors indicate the following wait times. To change the colors, see Configure the wait time
monitor.
. Waiting for less than 10 minutes
Waiting for up to 10 minutes
[ Waitingfor 11 to 20 minutes

[ Waitingfor 21 to 30 minutes

See also:

Check in a patient for a scheduled appointment
Check in a patient if demographics do not match
Check in a patient if their chart is not found
Check in a patient for a walk-in appointment
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Check in a patient for a scheduled appointment

On Patient Arrival Worklist, if the patient symbol is blue IEI and has a study scheduled within the next 12 hours, you can
check in that patient. If a patient has multiple studies scheduled for a single visit, all of the studies are checked in at
once.

Prerequisite: Membership in a user group with access to Patient Arrival Worklist.

Procedure

1. Goto burger menu > PATIENT ARRIVAL WORKLIST.

2. Inthe Facility button list, select your facility.

= Patient Arrivals

£ Test, Valerie Volley 01/31/2000 (23) F
DXA BONE DENSITY STUDY T+ SITS APPENDICULAR SKEL Arrival - 1:57 PM S

3. Select the patient row to view patient information.

The information is color-coded as follows.

Green Information that the patient added or edited during check-in.
Black Original, unchanged information.

(Parens)Information prior to editing by the patient during check-in.

If any is missing or incorrect, select Edit Patient Information to open the patient chart and make changes.

4. Optional: To attach documents to the chart, select Upload.
5. Select Check In All.
The patient is checked in, and the row is removed from the patient arrival worklist.

See also:

Check in a patient if demographics do not match
Check in a patient if their chart is not found
Check in a patient for a walk-in appointment
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Check in a patient if new or their chart is not found

On Patient Arrival Worklist, if the patient symbol is green , the patient is either new or the information they provided

could not be matched to a patient chart. For such patients you can manually search for and attach the patient chart or
create a new patient chart directly from the patient arrival worklist.

Prerequisite: Membership in a user group with access to Patient Arrival Worklist.

Procedure

1. Goto burger menu > PATIENT ARRIVAL WORKLIST.
2. Inthe Facility button list, select your facility.

3. Select a patient row to view details.

Facility AMNGELA FACILITY ~ |

& Test, Valerie Volley 01/31/2000 (23) FIX_TesV1007
OXA BONE DENSITY STUDY 1+ SITS APEENDICULAR SKEL Arrival = 1:57 P Scheduled - 3:00 P

Patient Search || Create Mew Patient

_Patient Information

Firat Mame Valerie Relationship Self
Last Nama Test First Name Valerie
Gender Mala Last Name Tast
Date of Birth 013172000 Gender Male
Address] 234 Street Date of Birth 01/31/2000
by Virninia Beach fddrese 234 Sirect

4. If the patient is new, select Create New Patient, and then fill in the patient chart and save. If the Check-in All
button appears, select it to complete the check-in. Otherwise, continue.

5. Select Patient Search.
6. Inthe Patient Search dialog, enter search criteria and then double-click a patient in the list of results.

7. Wait until the registration status changes, and if the Check-in All button appears, select it to complete the

check-in. Otherwise, see Check in a patient if demographics do not match or Check in a patient for a walk-in
appointment.
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Check in a patient if demographics do not match

On Patient Arrival Worklist, if the patient symbol is red IEI the information the patient entered into the kiosk differs
significantly from the scheduled appointment. For such patients you can accept all the information entered into the kiosk
and automatically update the patient chart and study information accordingly, or you can reject all the information and
automatically replace it with the original patient and study information.

Prerequisite: Membership in a user group with access to Patient Arrival Worklist.

Procedure

1. Go to burger menu > PATIENT ARRIVAL WORKLIST.
2. Inthe Facility button list, select your facility.

3. Onthe patient arrival worklist, select the patient row to view details.

= Testy, Pearl 01/01/2000 (23) TesP1
DXA BONE DENSITY STUDY 1+ SITS APPENDICULAR SKEL Arrival - 9:38 AM Scheduy

Pearl

Testy (Test)
Male
01/01/,2000
234 Street
Oakland

CA

54608

The information is color-coded as follows.
Green Information that the patient added or edited during check-in.
Black Original, unchanged information.

(Parens)Information prior to editing by the patient during check-in.

4. To update the patient chart and study information with the information displayed, select Accept All Changes.

5. Torevert all information to the existing patient chart and study information, select Reject All Changes.
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& Test, Pearl 01/01/2000 (23) TesP1152
DXA BONE DENSITY STUDY 7+ SITS APPENINCLILAR SKEL Arrival - 38 AM - Scheduled - 17:00 AM

Pearl

Test

Mala
01/07/2000

After selecting Reject All Changes

Note: If you want to accept some but not all changes, you can select Accept All Changes and then open
the patient chart and make modifications.

6. Select Check-in All to complete the check-in.

Check in a patient for a walk-in appointment

If a patient signs in to the patient kiosk who does not have an appointment, you can create a walk-in appointment for that
patient. Walk-ins are considered exceptions and do not appear on the schedule book, but they do appear on the worklist
so that staff can make accommodations.

Prerequisite: Membership in a user group with access to Patient Arrival Worklist.

Procedure

1. Go to burger menu > PATIENT ARRIVAL WORKLIST.
2. Inthe Facility button list, select your facility.

3. Select the patient row, and then select Walk-in Appointment.

= Patient Amvals 0

& Test, Valerie Volley 0173172000 (23) FEX_TasV 1007
o study descrplion Amival - 1:57 PM Mo gtucly sehoged

Valerie Self
Viollay i Valaria
Tuast E Willey

4. Inthe New Appointment screen, create an appointment in the usual manner (see A typical scheduling
workflow).
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Work with the patient chart

Exa PACS/RIS gives you full viewing access to patient demographics, and lets you add, edit, and import a patient chart (or
an electronic medical record or EMR). The Edit Study screen contains much of the same information as the patient
chart.

This chapter contains the following sections.

Find and open a patient chart
Create and modify a patient chart

Find and open a patient chart

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

Find a patient chart by entering search criteria

Find a patient chart by scanning a driver’s license
Access confidential patient records (break the glass

About VIPs

Find a patient chart by entering search criteria

You can find an existing patient chart by searching on various patient demographics.

ﬂ Caution: For recommended security, please turn off Chrome autofill. A password and/or patient information is
configured or used on this page.

Procedure

1. Goto PATIENT > SEARCH.

Note: If the tab bar is hidden, select the arrow next to Patient to display it.

2. Inthe Starts With dropdown list, select a target for your search criteria.
This target applies to all boxes in the search bar.

3. Optional: To narrow the scope of your search, in the All dropdown list, type or select a search filter (these are
typically facilities).

4. Inthe search bar, in one or more of the boxes, type one or more characters as search criteria.

Result: Patient charts matching your criteria appear in the list.
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= Patient &

SEARCH

Starts With ~ | all B Show lnactive [ Break the Glass

test ! First Nama MREM 5N Prheon [ndi ]
T I I

PATIENT SEARCH RESULTS RECENT PATIEN]|

e—

I Tﬂll h - tesE1145
D0 097081999, (098)765-4321, (123)450-7850
address 1, address 2

SCHEMECTADY, WY 12345

Iﬂ?«o@jn-m
DOB: 051572018

| Tost, Table - tast1144
DO8: 09/ 00/2000

5. Double-click a patient row, such as Test, Table in the figure above.

Result: The patient chart opens to the Patient Information tab.
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= Patientj®

Test, Table

DOB: 09/09/2000 MREN:test1144

PATIENT INFORMATION

Patient Infnrmation SCAN LICENSE m CHECICIN CODE

DICOKM Patient 1D

Account No JAlt = test1144

Market MNOME SELECTED ~

MANAGE ALTERNATE ACCOUNT NUM / IDENTIFIERS

Mame * table bl test
fi x
Alias First Mame 5t Ma
Do * 0%/09,2000 | Sax * M -
Marital Status Select w Haight {fL/in)
Smoking Status Dl w () Weight (b

@

6. Toview more fields, click [more].

7. Toview more pages, next to the Patient page title, select & , and then select a tab (such as PATIENT

GUARANTOR, or INSURANCE PROFILES)

See also:

Create a patient chart

Find a patient chart by scanning a driver’s license

Edit basic patient information
Edit other patient information

Find a patient chart by scanning a driver’s license

You can find an existing patient chart by scanning a driver’s license.

Procedure

1. Goto PATIENT > SEARCH.
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Note: If the tab bar is hidden, select the arrow next to Patient to display it.

2. Select SCAN LICENSE.

= Patient &

Test, Table DOB: 09/09/2000 MRN: test1144

PATIENT INFORMATION

Patient Information [les<) It I8 =i 5 SCAMN LICENSE

3. Use your barcode reader to scan the driver’s license.

The results appear in the PATIENT SEARCH RESULTS list.

Access confidential patient records (break the glass)

In emergencies you can use the Break the Glass function to open patient records that are usually off limits. All Break the
Glass operations are added to the audit trail report. Users of type Associated Patients Only can also “break the glass”
from the New Appointment screen. To "break the glass" in the patient search screen or on the physician's portal, follow
the steps below.

@ Prerequisites:

e Configure access reasons (see App settings).
o Obtain the Break the Glass user right (see Create a user role).

On the patient chart search screen

1. GotoPATIENT > SEARCH, and select the Break the Glass checkbox.

= Patient &

v Ehow Inactive Break the Glass

2. Find a patient chart in the usual manner.
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On Physician Portal
1. Onthe My Exams worklist, select the Break the Glass checkbox.

2. Inthe Break the Glass Warning dialog, use the search tools to find a patient, and then double-click the patient
record.

3. Inthe second Break the Glass Warning dialog, in the Access Reason list, select a justification for accessing
the confidential record.

4. Inthe Verify Your Credential boxes, type your portal sign-in credentials, and then select ACCEPT.

Result: Studies for the selected patient appear in the My Exams screen.

About VIPs

VIPs (very important patients) are patients who the facility wants to identify for special consideration by healthcare staff.
For non-VIP patients, a gray star appears next to their names on the worklist, the patient chart, and other areas of the

program. With the appropriate rights, you can select the VIP star in the patient chart to change it to a solid star and
thereby designate the patient as a VIP.
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Create and modify a patient chart

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

Create a patient chart

Import a patient chart

Edit basic patient information

Edit other patient information

About the PID, MRN, and account numbers
Configure alternate account number functionality
Add alternate account numbers to a patient chart
Manage studies in the patient chart

Assign a guarantor for a patient

Send reports from the patient chart

Merge patient charts

Create a patient chart

You can jmport a patient chart, or create one by following the steps below.

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

Procedure

1. Go to PATIENT > SEARCH > CREATE NEW.

Note: If the tab bar is hidden, select the arrow next to Patient to display it.

= Patient &

Starts With ~ || all * Show Inactive Ereak the Glass
Last Name First Name MEM SN Fhone

8] A CREATE NEW SCAN LICENSE CLEAR SEARCH IMPORT PATIENT 7

PATIENT SEARCH RESULTS

2. Enterinformation in the PATIENT INFORMATION tab as described Edit basic patient information.
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3. Select CREATE PATIENT.

4. Enter information in other tabs by referring to Edit other patient information.

Import a patient chart

You can import a patient chart (.CSV) into Exa PACS/RIS. If the patient chart already exists in Exa PACS/RIS, the imported
chart can update the existing one, or become a new record.

Note: To view which options must be present for the update to be successful, select the help "/ button on the right
side of the PATIENT IMPORT button.

Procedure

1. GotoPATIENT > SEARCH > IMPORT PATIENT.

Note: If the tab bar is hidden, select the arrow next to Patient to display it.

= Patient &

SEARCH

Starts With | v E Show Inactive Braak the Glass

g ey Etrat sy BALIR
' 151 Marme Irsl Mami WiE

.“
T T e

PATIENT SEARCH REZULTS

2. Inthe Import Patient dialog, select Choose File, and then browse for and select the file containing the patient
record.
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- E Cpen b4
Import Patient e
& = 4 H » ThisPC » Documents w Search Documierds
Organize = Hew foldes = N -]
Choose File flREReie o] :
w 8 Thiz PC * Mame ~
- i £ Ofice T
O updats Existing m B30 Dbects ustem Cffice Templates
» [ Desktop Dowrdcad

F
3 ff Downloads o

FeedbackHub
’ 1' Mugic Help+ hanzal
+ ! Pichures & My Shapes
5 [ vedeos Criehlode Motebooks
¥ e D5 i fhincia
3 g Shared Drive New] (¥ i Granned B ments ;s o
File mame: !- v.-i .ﬁ.l:l l_-'rlsn:‘:“] w

[ow ] [ ome

3. Optional. To update an existing patient record, select the Update Existing checkbox.

4. Select IMPORT.

Edit basic patient information

You can edit or add the basic information described below to a patient chart. You can also access these same settings
from an order tab in the Edit Study screen.

Procedure
1. GotoPATIENT > SEARCH.

2. Find and open a patient chart (see Eind a patient chart by entering search criteria).
3. Onthe PATIENT INFORMATION tab, type or select information for the following options.
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Patient Information [le=z]

Market MONE SELECTED -

Facilities *

DICO Patient ID

Account Mo, fak *

MANAGE ALTERMATE ACCOUNT NUM / IDENTIFIERS

Mame * rst Mame M Last Name Surffix *
Alias Firss Mame Bzl Namse
oog * ¥YYY-MM-DD [ Sex Select v
karital Status Select L Height (ft/in)
Smoking Status Solact w Weight (lips.)
Racial/Ethnic [0 american Indian ar Alaska Mative m Patient Flag Select b
Asziz
O Asien Language Select w
[0 Black or African American
} 55N
[0 Mative Hawaiian or Other Pacific
Island
& - HIE Censent Select v
Select e

Physician

Drdering Facility k efing Faciiity Location Selectad | =

Actual settings may vary by region and version

Market Select the markets that serve the patient.

Facilities Select facilities that serve the patient.

DICOM Patient ID Type the PID or patient MRN.

Account No./Alt. Type the patient's account or alternate account number. See About the PID, MRN, and account
numbers

Name Type the patient'sfirst, and last name.

Optional: Type the middle name, middle initials, and/or suffix.

*/ Grey = Non-VIP. Click to change to Yellow (VIP).
Alias Type first and last aliases.

DOB Select the patient's date of birth.

Marital Status Select the patient's marital status.
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Smoking Status Select the patient's smoking status.

Racial/Ethnic Checkboxes: Select all that apply.

Dropdown list: Select the Hispanic or Latino ethnicity or non-ethnicity.

Physician Select the patient's primary physician.

Ordering Facility Available when using Mobile RAD. Select the ordering facility location or contact that serves the
patient.

Sex Select the sex of the patient.

Height/Weight Type the patient's height and weight.

Patient Flag Select a patient flag.

Language Select the patient's preferred language.

HIE Consent Select whether the patient has consented to release of demographics and medical data through a|

Health Information Exchange for treatment, payment, and health care operations purposes.

Select [more] next to words Patient Information to view the following settings

License No./Province Type the patient's driver's license number, and select the issuing state.

Exp. Date Select the expiration date of the driver'slicense.

Emp. Status Select the patient's employment status.

Employer Name Type the name of the patient's employer.

Emp. Address Type the street address of the patient's employer.

City/Province/Postal Type or select the city, state or province, and ZIP or postal code of the patient's employer.

Phone/Fax Type the phone and/or fax number of the patient's employer.

Reason for Death Ifthe patient is deceased, select the checkbox and then select the reason for death in the
dropdown list.

Notes Type any notes you wish to include in the chart.

Users Assigned Dynamically search for and select a user to assign to the patient, and then click the add

button. Optional: Repeat to assign more users.

Home Address Enter the patient's primary contact information.

SMS/Email Consent: Select whether the patient consents to be contacted by SMS text and/or
email.

Contact Information Enter the patient's secondary contact information.

4. Select SAVE.

See also:

Edit other patient information
Create a patient chart
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Edit other patient information

In addition to basic patient information, you can enter a wide range of other patient-related information in the patient
chart. Most of this information is mirrored in the Edit Study screen, giving you access to it through multiple workflows. To

enter or edit this other information from a patient chart:

Procedure

1. Goto PATIENT > SEARCH.

2. Find and open a patient chart (see Eind a patient chart by entering search criteria).

Note: If the tab bar is hidden, select the arrow next to Patient to display it.

3. Selectatab and then enter settings.

= Patient &

Test, 3105 DOB:

2000-04-30 MRM; tes31116

PATIENT |INFORMATION

Not all tabs shown

Refer to the descriptions and topics shown for details.

PATIENT GUARANTOR Assign a guarantor for a patient
PATIENT ALERTS Assign or remove patient alerts

INSURANCE PROFILES

Add or edit an insurance profile

STUDIES Manage studies in the patient chart

ORDERS Double-clickan order in the list to openit in the Edit Study screen.
STUDY FORMS Add a study form to a patient record

DOCUMENTS View or add patient documents

PAYMENT HISTORY

View payment history and print receipts

ALLERGIES

Add allergy information

ACTIVITY LOG

View activity logs

NOTES

Enter notes and reasons for study
Openthe call lo

See also:

Edit basic patient information
Create a patient chart

Find a patient chart by entering search criteria
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About the PID, MRN, and account numbers

The patient ID (PID) is usually the same as the MRN or account number. When they differ, it often is because the PID
comes from DICOM sources and the account number comes from RIS sources. This can happen when an incoming
DICOM study with an existing PID conflicts with a receiver rule, and Exa RIS compensates by creating a unique account
number. Also, staff often enter account numbers manually when creating preorders for new patients, because no PID
would exist yet.

Alternate account numbers

Patients receive a different MRN, PID, or account number when they undergo exams at different facilities. When Exa
PACS/RIS receives such external studies, you can merge them into the master patient record by linking the external
MRNSs, PIDs, or account numbers as alternate account numbers of the Exa PACS/RIS account number. The benefits of
this are:

e The viewer opens images from all records at once

e Any subsequently incoming studies having one of the account numbers are automatically linked to the other account
numbers

e Helps prevent duplicate patient records
e Reduces the need to merge patient records
About issuers of PID

An issuer is the primary system (such as an EMR) that an institution uses to generate account numbers for their medical
records. As such, it is not specific to a facility. For example, one institution could have 10 facilities, but only 3 account
number systems (issuers). When importing or migrating customer medical records into Exa PACS/RIS in such cases,
specifying issuers and alternate account numbers ensures that patients with duplicate primary PIDs/MRNs can be added
without conflicts.

See also:

Configure alternate account number functionality
Add alternate account numbers to a patient chart

Configure alternate account number functionality

To be able to use alternate account numbers, perform the following procedures. Alternate account numbers can be PIDs
or MRNs, and in Canada they can also be ULI/PHNs or registration numbers.

Configure anissuer of a PID

The issuer of a PID is an alias for the facility that issued the incoming PID (or MRN, ULI/PHN, registration number, or
account number). You must configure an issuer of a PID in advance for each facility whose PIDs you want to use as
alternate account numbers.
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Some issuers require a standardized formatting for account numbers. You can prevent users from entering invalid
account numbers by typing a regular expression against which the account number must match. Exa PACS/RIS will
validate all future account number entries against your regular expression.

1. GotoSETUP > OFFICE > DICOM > ISSUERS.

¢ E Fegisoration Mumis Fagistradion Mumber
&l Regisration Numbes (perertiguandian] Registration Murmben| parerliguandan)
P uLress LY FHH

2. Onthe >ISSUERS select ADD.

MName * ULI/PHM O inactive

Type ULl / PHN »

Pattern s[o-gj(a}s oF Valid Pattern

Pattern Test e Enter text to test your pattern
Pattern Help * Must be a 9-digit number

3. Type a Name for the issuing entity, and select a Type.
4. Optional. In the Pattern box, type a regular expression. Exa PACS/RIS will prevent users from adding

PID/account numbers that fail to match the expression.

Example 1.Type the pattern: AB?
Means: PIDs and account numbers must start with AB and be followed by one character, such as AB1, ABC, and ABz.
Example 2. Type ~[0-9]{9}$

Means: Nothing in front of the number, a digit from 0 to 9, 9 instances of such a digit, nothing after the number.

5. Optional: In the Pattern Test box, type a known alternate account number to make sure it matches your regular
expression.

6. Inthe Pattern Help box, type the requirements for the number to help the user.

7. Select SAVE.

Designate AEs to use alternate account numbers

For each application entity that receives studies whose account numbers (or MRNs, PIDs) you want to use as
alternate account numbers, configure the following:
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1. GotoSETUP > OFFICE > DICOM > AETITLE.

2. Double-click an AE in the list to open it.

AE TITLE

Hida Inactiva
TITLE & HOST PORT DESCRIPTION FILE STORE AE TYFE
Al

& B EXanazAEZ 10227.20.78 33330 EXAVIZNIZ Exa Server Images SENDIRECEIVE DL

3. Under Issuer Type, select Static or Dynamic. If you select Static, in the Issuer dropdown list, select the

issuer.
Issuer Type * O None @ static O Dynamic
lssuer * Select

4. Select SAVE.

Configure a receiver rule for use with alternate account numbers

For each relevant receiver rule:
1. Goto SETUP > OFFICE > DICOM > RECEIVER RULES.

2. Double-click a receiver rule in the list to openiit.

RECEIVER RULES

PRIORITY RULE NAME AETITLE FACILITY MODALITY INSTITUTION
All A v All e
Rl Tl 1 IMPORT OFALIMPORT all all

3. UnderRule Information and Filter, select the Issuer of Alternate Account Number checkbox.
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mnuerval (Hec.) * 20

Trigger Routing Rules [

Issuer Of Alternate
Account Mumber

Receiver Rule

pacsonty | pacsimis | pacsiomwe

4. Select SAVE.

See also:

About the PID, MRN, and account numbers
Add alternate account numbers to a patient chart

Add alternate account numbers to a patient chart

By adding alternate account numbers to an existing patient chart you can link multiple charts or records from the same
patient together. Complete the following steps.

Prerequisite: Configure alternate account number functionality.

Procedure

1. Open the patient chart to which you want to add alternate account numbers (see Eind a patient chart by entering
search criteria).

2. Onthe PATIENT INFORMATION tab, select MANAGE ALTERNATE ACCOUNT NUM/IDENTIFIERS.

500-000883A 467



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

= Patient ®

Test, Poojaa DOB: 05/15/2019 MRN: 456

PATIENT INFORMATION

CHEC!

Market MNONE SELECTED ~

DICOM Patient 1D

Account No.fAlk = 456 @

| MANAGE ALTERMATE ACCOUNT NUM / IDENTIFIERS I

Maomg = = PO LY B

3. Inthe Alternate Account Num/ldentifiers dialog, select ADD.

4. Inthe Issuer Name and Type dropdown list, select an option, and then type the alternate account number or

identifier.

Alternate Account Num / Identifiers

SAVE & CLOSE
Izguer Mame and Type *

ULIYPHM - ULI f PHN e
Alternate Account Murm / Identifiers * 123456789 o Text matches pattern

bust be a 9-digit number

O Primary
Counfry * | Canada w
State/Province Alberta W

5. If using multiple alternate account numbers, select the Primary checkbox if you want the current number to be

the primary one.
6. Select the country and state/province where the number is valid.
7. Select SAVE.
You can repeat this procedure to add multiple alternate account numbers.

See also:
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About the PID, MRN, and account numbers

Configure alternate account number functionality

Merge patient charts

Manage studies in the patient chart

From the STUDIES tab of the patient chart you can create, schedule, and view payment status of prior or future studies of

the patient.

Procedure

1. Go to PATIENT > SEARCH.

2. Find and open a patient chart (see Eind a patient chart by entering search criteria).

Note: If the tab bar is hidden, select the arrow next to Patient to display it.

= Pationt &=

Test, Valerie

DOE: 07

2000 MRNC TesV1001

Patient Studies
e HEINLE DWTE & GFFICE WOOALITY  MOORLITY ROOM  ACCESSION MO STUDY DESCHE ESMRISIELE STUE ETA]
w w
(o] CE TR E 80 Al Hirmilla Tasi Faciiy HE sy Fih S8 EMDR S CT WA LEAOTH REQPY carceled
. D (TR AR AP T ARIAFH AL U SLCTY L spproved
B Serd Report ™ Fax/Emat
O 2 O 700 Pl Tl Tasl Fitily [T iy &53 S RMOR IS CT WA USOTH RED P stwadbal
Mainscreen
Sumnary furmeci Iy [P i0ome Fabagn Faal

Prient frpasadie o0 00 000 000 snon w0

b Rl 0 E000 E0DD EQDD QLD By

Tud 008 i) S0 D) S S 0l

Payment status summary at bottom of screen

3. Onthe STUDIES tab, perform one or more of the following tasks.

Find, view, and edit a study

Search for a study in the list. Double-click a study to open it in the Edit Study

screen.
SR T e Select the @ approved report button of a study.
View payment status An aggregate summary of study payments appears at the bottom of the screen.

Fax/Email approved reports

Right-click an approved study, point to Send Report and select Fax/Email. See also
Send reports from the patient chart.

View the claiminquiry screen

Right-click a study that has claim history, and then select Claim Inquiry.
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Schedule an ordered study Right-click an unscheduled study, and then select Schedule Appointment to open
the study in the Find Slots screen (see Use the Find Slots feature).

Create a study for the patient Select one of the following:
NEW STUDY: See Enter appointment information

WALK-IN: See Schedule a walk-in appointment

Order images 1. Select astudy whose images you want to order in the list, and then select
ORDER IMAGE.

2. Select the patient and/or physicians to whom to send the images.

3. Type sending methods and notes, and then select PLACE ALL ORDERS.

Assign a guarantor for a patient
If the patient requires a guarantor for legal or insurance purposes, you can add one to the patient’s chart.
Procedure

1. Find an open the patient’s chart.

2. Onthe PATIENT GUARANTOR tab, select ADD.

3. Enter the information for the guarantor, and then select SAVE.

Send reports from the patient chart
You can send approved reports by email or fax directly from the patient chart to other providers and other related parties.
Procedure

1. Open a patient chart, and then select the STUDIES tab.

= Patient &

Test, Valerie  pog 2000 MRN: Tes\100]

Patient Studies
DCOM  BCHEDNLE DaTE 2 UFFICE WOOALITY.  WOOALITY FOOM  RCCESS0N MO, STUDY DESCHETION MEELE ETLCY BT
u =
# (VIUE2FA N A Hinmoa Tast Faciiny T e 24 308 FROR 88 T WRI LEAOTH REG P Canceled
&l !:] D Ered 1 3 A ARUAPH ADEML UNISLETY B30 Bpited
B sedrepo *  Fax/Emal
[erdle-trird g B ) HETrila Tarsl Fadinly e ey 5% S0 FOR AN O WA USOTH REQ Sitwedubad

2. Inthe list of studies, right-click a study containing an approved report, select Send Report, and then select
Fax/Email.
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Send Report o
Send Fax Repart Quaus
Sond To * Providers w Providers wetect Provide e

S Erniail

Sand To * Froviders W Providars Select Provide 5

3. Inthe Send Report dialog, in the Send Fax and/or Send Email sections:
a. In the Send To dropdown list, select a category of recipient.
b. In the dropdown list on the right, select an individual recipient.

4. Select SEND FAX and/or SEND EMAIL.

Merge patient charts

As an alternative to using alternate account numbers, if two patient charts are accidentally created for a single patient,
you can merge the charts.

1. Goto PATIENT > SEARCH.

2. Inthe MRN box, enter the account number of the records to merge.

= Patient ®

|
Starts With ~ Al [= Shew Inactive [ Break the Glass
|

Fnone

ast Mame First Name test 5

“ 1 CREATE NEW m CLEAR SEARCH IMPORT PATIENT [

3. Inthe list of results, select the row containing the incorrect patient chart, hover and select the settings .

button, and then select Merge.
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PATIENT SEARCH RESULTS

Test, Test Merge2 - 1est1057 Select GEAR > MERGE
DOB: 01/07/2022, (333)333-3333, (586)200-0000

3 on INCORRECT chart
KISSIMMEE, FL 34742 o first

Activefinactive ———

Test, Test] Merge - test1056
DOB: 01/01/2022, (333)333-3333, (333)333-3333
123 main st

KISSIMBEE, FL 34742 Delete

4. Repeat the previous two steps for the row containing the correct patient chart.

5. Inthe Patient Merge screen, confirm the contents of the merge and then select MERGE.

Merge a “FIX_” study

If the DOB, gender, first name, and last name of a new patient chart are the same as an existing one, Exa PACS/RIS
prepends “FIX_" to the account number in the worklist. You can fix these by merging them with the existing chart.
This can occur in such cases as a name change due to marriage or divorce, an updated account number, or an error
in patient entry.

1. Onthe search bar of the worklist, in the ACCOUNT NO. box, type FI X and then select Enter.

= Worklist
ALL STUDIES
{ || IMIGS . ACCOUNT MO STATUS FACILITY
FI.I-? i
+ 30 & % o @ i 0 Fi%_Tesv1001 Scheduled | Angela Facil
+ B0 s % o * @ : o0 FI_Tesv1001 Scheduled | Angela Facily
+ 00 P ] * @D i 0 FIX_TesV1001 Cancelled  GobikaTestr

2. Inthe list of results, copy the account number (without the “FIX_” prefix) of a study.
3. Paste the account number in the ACCOUNT NO. box, and then select Enter.

4. Inthe list of results, compare the “FIX_" record with the other to determine whether they are for the same

patient.

5. If the same, merge the records by following the earlier procedure.
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Work with mobile radiology

Exa Mobile (mobile radiology) is a set of features that provides ordering facilities and contracted mobile radiology
providers tools to order, dispatch, and bill for mobile radiology services. This chapter contains the following sections.

Configure mobile radiology
Mobile radiology workflow
Mobile billin

Configure Exa Mobile
The topics in this section provide guidance on configuring Exa Mobile.

Konica Minolta staff: To enable and configure Exa Mobile for the customer, see "Configure Exa Mobile" in the
configuration manual.

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

Configure Exa Mobile users

Assign a mobile schedule template for a technologist
Configure ordering facilities for Exa Mobile

Add a POS map

Configure vehicles

Configure study statuses for mobile radiology

Configure Exa Mobile users

Configure certain users of Exa Mobile as follows.

Dispatchers and facility administrators
For dispatchers, facility administrators, or other users who may need it, grant access to the dispatching dashboard.

1. Goto SETUP > OFFICE > User Management > USER GROUPS.

2. Double-click the user group to modify (e.g. Facility Admin).

3. Under Navigation, select Dispatching Dashboard.
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Mavigation

Worklist

O] Patient Arrival Worklist
Patient

Fax Manager
Schedule

Billing

Payments

Reports

Tools

Setup

Portal Reg. Lisers

Dispatching Dashboard

| Pl Y

4. Onthe USER ROLES tab, open the user to modify, and then select the Dispatching Dashboard rights.

Dispatching Dashboard

Dispatching Dashboard

Technologists

Configure technologists in the normal manner, and then for each technologist:

e Assign a mobile schedule template.
e GotoTOOLS > MOBILE RAD, download mobilerad.apk, and send to the technologists. Referring to the

Mobile Rad user's manual, technologists can use this file to install and use the app on their Android device.
e Send the technologists the company code, found in the SETUP > OFFICE > COMPANY > Code box.
e Send the technologists the hostname, which is the URL to Exa PACS/RIS.

Assign a mobile schedule template for a technologist

Mobile schedule templates are the "office hours" for technologists performing mobile radiology exams. You must assign a
mobile schedule template for any technologist you want to dispatch for mobile radiology.

Procedure
1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE.

2. Inthe list of resources, double-click a technologist resource.
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3. Onthe MOBILE SCHEDULE TEMPLATES sub-tab, select NEW TEMPLATE.

4. Enter the following settings.

Mama ¥ [ inactive Offics * O all Facilsies
From Data * [ [ O 123458
T, C1. Al b [0 Anglathfule
[] Angie Facility
[] Anitha Test Facility i
To Date * YYY-MM-DD
Ceaplay Crder *
O Wagks O Date 2 Day
1 2 |% & !5 [B 1 2 ] 4 5 [ 7 O sunday
Sunday G 9 10 1 1z 13 14 O Manday
Monday 15 16 17 18 19 20 2 O Tuesday
Tuesday 22 23 24 25 26 27 28 O Wednesday
Wednesday 25 30 31 O Thuraday
Thursday O Friday
Friday O Saturday
Saturday
Name Aname for the schedule template.
From Date The date fromwhich the technologist is available.
Color Code Clickin the box, and then select a color to help identify the technologist on
various worklists.
Allow Scheduling Select to enable scheduling of the technologist for exams.
Office Select facilities to which the technologist is associated.
To Date Select the date up to which the technologist is available (set far in the
future unless you know the exact date).
Display Order The order in which the technologist appearsin lists.
Weeks/Date/Day Select time ranges during which the technologist is available for dispatch.

5. Under Schedule Time, configure specific hours of availability.
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Schedule Time

O sunday

From Te Vahicle Name

O Tuesday
O Wednesday
O Thursday
O Friday

O saturday

6. Select SAVE & CLOSE.

Configure ordering facilities for Exa Mobile

To work with mobile radiology, Configure ordering facilities (or Import ordering facilities), and Add locations or contacts to
ordering facilities.

I% Notes about Ordering Facilities (OFs)

e When configuring an OF in the topic above, make sure to configure any credentialed technologists or
credentialed radiologists for access to restricted locations such as prisons.

e Itis possible to have two OFs per study. For example, one OF can order the study, but the patient may
reside at the other OF (and technologist would be dispatched to that OF to conduct the exam).

Add a POS map

With a POS (place of service) map, you can select default locations to which to dispatch mobile radiology orders from
providing entities. For example, an ordering facility might typically dispatch its orders to the patient's residence rather
than its own location, and you can preconfigure this arrangement by using a POS map.

@ Notes:
e When you create an ordering facility, you can select a default POS map.
e The POS map serves to provide the correct address for claims, and the correct address for dispatching
the technologist.
e The POS map associates industry standard POS codes with physical addresses that you want to use.

Procedure
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1. Goto SETUP > OFFICE > Billing > POS MAP.

POSE MAP

COBE = HAME =05 CO0E S ADDRESS MOBILE RAD DISPATCHING ADDF
All Wi Al W
FH s FrisonvCamectional Faciity 3] Faolity Facility
i n nfice 11 Ovdering Facility - Shudy
“ Bz Hoeme 12 Pafients Residence

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

Code * o9
Mame * Prisan/Correctional Facili
POS Code 0o v | Prizon/Correctic
POS Address Farility b
pobile Rad Dispatching Address = Facility w
Code Your internal code.
Name Aname for the place of service. These names appear in dropdown lists when
you need to select a place of service.
POS Code The formal standardized code for the POS.
POS Address Select the address needed for the claim.
Mobile Rad Disp. Address [See below]

3. Inthe Mobile Rad Dispatching Address dropdown list, select one of the following.

Facility Dispatch to the address of the Facility.

Ordering Facility - Study Dispatch to the OF address selected for the study.
Ordering Facility - Patient Dispatch to the OF address selected for the patient.
Ordering Physician Dispatch to the address of the ordering physician.
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Patient Residence Dispatch to the address of the patient.

4. Select SAVE.

Configure vehicles

You must register any vehicles that you will use for mobile radiology. Perform this procedure for each vehicle in your
fleet.

Procedure
1. Goto SETUP > OFFICE > Mobile RAD.

2. Onthe VEHICLE REGISTRATION tab, select ADD, and then enter the following settings.

Vehicle Name Type any name.

Make Type the manufacturer of the vehicle.

Model Type the model of the vehicle.

Device ID (GPS) Type the ID number of the GPS device for the vehicle.
Color Type the color of the vehicle.

VIN Type the vehicle identification number of the vehicle.
License Plate No. Type the license plate number of the vehicle.

License Plate State Type the state of issue of the license plate.

Facility Select facilities for which the vehicle is used.
Inspection Expiration Date Select the date of next required inspection.
Registration Expiration Date Select the date of expiration of the vehicle registration.
Vehicle Note Types notes.

3. Under Equipment Type, select the plus + button, and then in the Equipment dialog, enter settings for each
piece of radiology equipment in the vehicle.

4. Under Maintenance, select the plus + button, and then in the Maintenance dialog, enter vehicle
maintenance information.

5. Under Location, select the plus * button and then enter settings for each location where the vehicle is parked
on particular days.

6. Select SAVE.
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Configure study statuses for mobile radiology

Before using the dispatching dashboard, configure study statuses and add them to a study flow. Study statuses are
customizable, but typically at least the following three statuses should be configured.

Assigned AS
Accepted ASAC
Rejected RJ

1. Goto SETUP > OFFICE > Scheduling & Codes > STUDY STATUS.

2. Inthe Facility dropdown list, select your facility.

STUDY STATUS STUDY FLOW

My Company

SCHScheduled | cuger
B conconfirmed | omer

CHI/Check-In - o

3. Toadd a status, select ADD and enter relevant settings (see Configure study statuses).

4. For each status in the list related to mobile orders, select the MobileRad Related checkbox.
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STUDY STATUS STUDY FLOW

General Infarmation

Status Code = SCH Add to Study Shorteut Menu en

Status Seheduled B MobileRad Related

Description *

Max Wait Timea min {=5)
SAVE CANCEL

5. Select SAVE.

6. Onthe STUDY FLOW tab, add the statuses to a study flow.
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Exa Mobile workflow
The topics in this section describe a typical workflow for entering and fulfilling orders.

Create a new order for dispatch
Assign an order

After assignment

Group orders by dispatch ID

Create a new order for dispatch

You can create mobile radiology orders in the same manner as other orders from the worklist or schedule book, or you
can use the procedure below to create an order from the dispatching dashboard. The Pre-Orders tab in the dispatching
dashboard shows all studies in the Ordered status regardless of whether they were entered from the schedule book,
worklist, or dispatching dashboard.

Procedure

1. GotoDISPATCHING DASHBOARD > TO BE DISPATCHED.
2. Inthe upper right corner, select a facility, and then select the New Order n button.

= Dispatching Dashboard

TO BE DISPATCHED |

1 CRELTEN NATE SCOMETHA F (MATE REOUIEST (kG DATE MGG T B TR R B ST D ESSE RIE TS BT T 1)

3. Inthe New Appointment screen, find a patient and schedule a study as you normally would, but note the
following on the APPT. INFO. tab under Schedule Information.
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Schedule Information

Ordering Facility | Mo Ordering Facility Location RequestingDate  MM/DC =
106 1 e o [ remind se for Earlier Appolntment
Soarce Selact v Transportation Select w

e Selec
Patient Location Select v Injury Date &

|
Patient Room Mo Referral Mumber

Patient's Condition [] Employment

Patient Condition Selact W
Related To O auto Accident
Suparvising
O other Accident
Fivysiclan
Accident State Salect w
Schedule Mates Salect Macio Mot

Justification of

Mobile S=nvice

Ordering Facility Required: Select the ordering facility location that orders the exam. Thisis
called the study level ordering facility.

Note: All locations and contacts for each ordering facilities appear as
separate optionsin the dropdown list. Take care to select the correct
location.

Place of Service Required: Select the ordering facility location where the exam is
performed (where the patient is located).

The options and default value in this dropdown list are defined by the
default POS map, if one was specified for the selected ordering facility. See

Add a POS map.

Technologist Ifthe Technologist field appears, do not select a technologist. Assign the
technologist later in the dispatching dashboard.

Justification of Mobile Service Anote to the technologist.

4. Optional: If the patient lives at the OF (such as a nursing home), set the patient level ordering facility.
a. Atthe top of the screen, select Show Details to open the patient information.
b. Select the ordering facility.

c. Select Set as Home Address.
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I% Note:

e Thisis a case where an order has two OFs, one OF that orders the study and one OF where the

study is performed.

e The study level ordering facility is for the OF ordering the exam.
e The patient level ordering facility is an OF where the patient resides.

Personal Information PORTAL ACCOUNT

Facility * GobikaTestFacility v
D Veterinary AL

DICOM Patient ID

Account Mo, Ak * 1375 At

Mame * 307

test
DOE Sex = 20230625  EH F e
I':'|1:|l::|ci:m search Primany Phyeicta

[ set as Home Address

Z5M

Ordering Faeility No Ordering Facility Location Selectec

MANAGE ALTERNATE ACCOUNT NUM [ IDENTIFIERS

*

5. Select CREATE ORDER.

Result: The order appears on the TO BE DISPATCHED tab.

6. Continue to Assign an order.

Assign an order

All studies that do not have a technologist or vehicle assigned in an Ordered, Scheduled, Confirmed, or other related

status appear in the To Be Dispatched tab.

@ Notes:
[ ]

The dispatching dashboard lists orders, whereas the normal worklist lists studies. For example, one

item on the TO BE DISPATCHED tab can contain multiple studies. Consequently, the order status can
sometimes differ from that of the normal worklist.
e Just like the normal worklist, you can double-click an order to open the Edit Study screen.

To initiate these orders, assign them to a technologist or vehicle as follows.
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Procedure

1. Go to DISPATCHING DASHBOARD > TO BE DISPATCHED.

2. Atthe top right of the screen, in the dropdown list, select your dispatching facility.

3. Right-click an order, hover over Dispatch, and then select Create New Dispatch.

04/18/2023 9:51 AM POT
O 04/18/2023 9:15 AM PDT

[ 04,/18/2023 9:14 AM PDT

O 04/17/2023 2229 PM PDT
1] 04/17/2023 2:27 PM POT
O 04/17/2023 225 PM POT

[ 04/17/2023 221 PM PDT

O 04/17/2023 213 PM PDT
1] 04/17/2023 1:56 PM POT
O 04/13/2023 7:54 AM EDT

Edit Order
Change/Edit Patient
Change Status
Cancel

Stat

Priority

Flag as

Motes

Attached Files

iog

Dizpatch Greate New Dispatch

4. Inthe Dispatch screen, enter the following settings.

Dispatch Test, Valerie Volley (Acc#FIX_TesV1001), 01/31/2000,Male

Technologist “
Today [ Anytime
Dizpatch To Shows All

Saarch Dispale

Ma details found

I._'_.] Dispatched

Dispatch Orders

O patient Name Order Me.  Medality  Facility

Bl Test Valerie Vaollay 852 X

My Campany ANGEPH ADRML Bl 50LET

Mot Dispatched

Study Deseription
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[Dispatch resource dropdown Select Technologist to assign the order to a technologist.

list] Select Vehicle to assign the order to a vehicle.

Date/Time Select a date and time to dispatch the resource.

Dispatch To Type to search for a resource of the type selected previously (e.g. a technologist), and
then select a specific resource in the list of results.

Dispatch Orders Select all orders to which you want to dispatch the selected resource.

5. At the bottom of the screen, select DISPATCH.
Results:

e The order appears on the ASSIGNED tab in Assigned status, with a dispatch number. If you dispatched
multiple orders to a single technologist, all orders get the same dispatch ID (to facilitate easier billing).
e The order appears on the NEW ORDER tab of the technologist's Mobile RAD app.

6. Continue to After assignment.

After assignment

After assigning an order, the order moves through the following steps.
e Itappearsin the ASSIGNED tab of the dispatching dashboard, and in the mobile app.

e The technologist accepts the assignment on the mobile app, and then the order moves to the DISPATCHED tab on
the dispatching dashboard in Accepted status.

e The technologist starts the exam, the study moves to the COMPLETED tab in the dispatching dashboard (the exam
may not be complete, but the dispatch is complete). If the technologist rejected the order, it appears on the
REJECTED tab.

¢ When all studies in an order are complete, the dispatch closes. Any applicable billing rules are automatically
applied, which adds all applicable fees to the study (you can see these in Edit Study screen > Charges/Payments).

e Onthe standard worklist, the order appears with images on the ALL STUDIES tab in the Tech Start, Incomplete,
Unread, or other related status.

Group orders by dispatch ID

When dispatch of one or more orders and exams is completed, the Exa PACS/RIS assigns the same dispatch ID to all of
those orders and exams. By grouping orders and exams by dispatch ID, you can apply and evenly divide transportation
fees, setup fees, and “after hours” pricing to them. These orders and exams remain open until they are set to Check
Out/Complete, during which time they can be modified (by adding, editing, or removing exams or other services).

Procedure

1. Ifan open dispatch ID exists, right-click an order, and in the Dispatch submenu, select Add to Open Dispatch.
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2. Select the open dispatch ID to add to the new dispatch group.
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Mobile billing

If you purchased the necessary license, Exa PACS/RIS provides features that support billing for Mobile Radiology ("mobile
billing").

This section contains the following topics.

About mobile billing
What is a billing type?
About billing rules
Add a billing rule

Copy a billing rule
About the Census screen

Create a claim in the Census screen
Export the census gueue

About mobile billing
Mobile billing means managing billing for Exa Mobile studies. It does not imply the use of a mobile device to perform
billing tasks. Exa PACS/RIS provides separate functionality for mobile billing because the healthcare organizations
involved are different, and because insurance companies in the US require claims for mobile services to be handled with
different procedures and metadata.

Terminology

To explain mobile billing, we need to introduce the following terms.

Mobile radiology company

A company that dispatches technologists to a patient's location to perform an exam.

Ordering facility (herein, OF)

In mobile billing, a facility is typically a mobile radiology company, whereas an ordering facility is a facility that
hires them. For example, a skilled nursing facility is an ordering facility that contracts with a mobile radiology
company for mobile radiology services. Facilities use Exa PACS/RIS, whereas ordering facilities do not. The term
ordering facility is not used outside the context of Exa PACS/RIS.

Ordering facility location or contact

A billable sub-division of an OF. For example, a skilled nursing facility may have multiple wings (locations), which
may have multiple halls (locations), which may have multiple stations or fax lines (contacts).

Census
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A billing type available to OFs in which the responsible payer and pay status may be unknown at initial billing
time. The term census refers to a weekly report from OFs detailing the payment status of its residents, which is
difficult to track because it can change over time.

Example of mobile billing
Consider the following example of a mobile billing workflow. In this example, the OF is a skilled nursing facility.

An OF needs an X-ray for one of its residents. The OF signs into Ordering Facility Portal, and orders the X-ray from
MRC (the mobile radiology company with whom they have a contract). The order arrives at MRC in Exa PACS/RIS,
and MRC uses Exa Mobile to dispatch a technologist to the skilled nursing facility to perform the X-ray. When the
technologist changes the order status to Completed, an in-progress claim is created in the Census queue within Exa
PACS/RIS. When the responsible payer and payment status of the claim is finalized, MRC completes the claim (or
split claims) and sends them to the responsible payer or payers. Information and reports about the study and claims
become available in the ordering facility portal to those with access.

What is a billing type?

The billing type is a setting for ordering facility locations that determines how their claims are handled. Since some
insurance policies do not cover certain mobile billing charges, the Split billing type can be used to split charges between
the ordering facility and the insurance carrier. Often you do not know the responsible payer for a mobile exam when you
initially draft the invoice, and you can use the Census billing type to place such orders in a queue until the payer is
determined. If both of the previous cases apply, you can use the Global hilling type. Finally, you can use the Facility
billing type to invoice the ordering facility for all charges.

The following provides more details about each billing type.

Type Claims | Charges Respons. Modifier Description

Payer

(or Result When Census Updated)

Global 1 Global fees Primary None Ordering | Studieschange toBilled status and are removed from the

insurance facility Census screen.

location
Split 2 Technical Ordering TC savedin | None e Box20ischecked"Yes," total claimamount filled into
charges facility M1 or next the charges box to the right of box 20
available.

e Box 32filled in with rendering provider's name,
address, and NPI number.

Professional | Primary 26 savedin ¢ Claimschange to Billed status and are removed from
charges insurance M1 or next the Census screen.
available. .
Note:

e Whenthere are no technical charges, the claimis
created but has zero bill fees for those charges

e When there are no professional charges, the claimis
created but has zero bill fees for those charges

o Whenthere are only global charges, the claimsis
created but has zero bill fees for those charges
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Type Claims | Charges Respons. Modifier Description
Payer
(or Result When Census Updated)
Facility [ Any Global fees Ordering None Ordering | Studiesdo not appear in the Census screen.
facility facility
location
Census Studies appear in the Census screen for delayed claim

creation. Use this billing type for skilled nursing facilities
and other locations that need to wait to determine the
claim payer type.

See also:

Configure mobile radiology
Mobile billing

About billing rules

The Billing Rules feature is available by special request. Billing rules apply to mobile billing claims for ordering facilities of
type Split. Billing rules define automatic modifications to default charges and fees on ordering facility location claims. For
example, if your ordering facility location frequently adds extra charges for X-rays performed after hours, you can create a
billing rule that automatically adds the extra charge for you. The following table describes the types of billing rule that are
available to configure. For instructions on how to configure a billing rule for an ordering facility, see Add a billing rule.

After Hours Selected CPTs when performed after hours.

Exam Override Selected procedures.

Exam Type Override Selected modalities.

Setup Setup for selected CPTs.

Stat Selected CPTs performed stat.

Stat Exam Type Selected modalities performed stat.

Transport - Multi-patient Transport to multiple patients with selected modalities. When serving
multiple patientsin a single dispatch, the transport fees are divided evenly
between patients.

Transport - Single Transport to the patient with selected modalities.

Note: For all billing rule types, percentage-based fee overrides are based on the billable fee schedule assigned to
the ordering facility if one exists, and the default fee schedule otherwise.

See also:

Configure mobile radiolo
Mobile billin
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Add a billing rule

The billing rules feature is available by special request. You can add a billing rule for an ordering facility location by
configuring it as shown below. When a mobile radiology order is complete, charges are automatically added to the order
according to the billing rules you define here. To copy an existing rule to a new location, see Copy a billing rule.

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > ORDERING FACILITY > ADD (see also Configure an ordering
facility).
2. Onthe BILLING RULES sub-tab, in the Billing Rule dropdown list, select a rule type.

Billing Rule * Transport - Multi patient L

Result: Other fields appear.

i Fira] Fluibe * Tranaport - kult patin L i G- * 035 (P47 -

Sy - L
M Eullwtle Limit [P Prrtiere Pa Dapanch)

Muodakty(Dilp O mc
] wn
B nw

O FrT

anel

3. Enter the following settings.

Note: Available settings differ by billing rule type.

Ordering Facility Locations Select the OF locations whose claims you want to modify by the rule.
Modalities Select the modalities whose fee you want to modify.

Fee Code Select the CPTs whose fee you want to modify.

Fee Basis Percentage: Select to increase the fee by a percentage of the billing fee

schedule assigned to the ordering facility, or the default fee schedule if no
billing fee schedule was assigned.

Value: Select to increase the fee by a fixed amount, and then type the
amount in the box.

Billable Limit Iflimits apply (for example by insurance companies), type the maximum
amount for each patient for each dispatch that can be added to the fee.

4. Select SAVE.

See also:

Configure mobile radiology
Mobile billin
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Copy a billing rule
To configure a new billing rule, see Add a billing rule. To copy an existing rule to a new OF location:
Procedure

1. Goto SETUP > OFFICE > Providers & Resources > ORDERING FACILITY, and then double-click an ordering
facility.

2. Onthe BILLING RULES sub-tab, find a rule to copy and select its COPY RULE button.

CREDENTWALED HADm D0 15T INELD RESOURCES
—_—

FALE £ FEE BAGH ORDERING FACLITY LOCATIC WRLLE FEECODE SELLAELE LIMT

B Tronsport -Mut pedem ' bt A5 E. ) P47

3. Inthe Copy Billing Rule dialog, select an ordering facility and then select NEXT.

Copy Billing Rule X
Billing Rule: Transpert - Multi patient m

Ordering Facility * AMITHA ORDERING FACILITY =

] Select all
Anitha Ordering Facility
[[] Auto Ordering Facility

[[]Census OF

4. Onthe second page, select an ordering facility location.
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Copy Billing Rule X

| maox [ sae |
Ordering Facility Locations
Anitha Ordering Facility ANITHAORDERINGFAC -

Select all

AnithalrderingFac

A ASChn

5. Select SAVE.

See also:

About billing rules
Configure mobile radiology
Mobile billing

About the Census screen

The Census screen shows a list of studies at ordering facility locations of type Census, and lets you create claims for
them. Such ordering facility locations process studies whose payer status is unknown or subject to change, even up to
the day of the study (for example, Medicare patients at skilled nursing facilities). When the billing method for a study is
finalized, you can create a claim directly in the Census screen, which then moves to the Claims screen for further
processing in the usual manner.

Create a claim in the Census screen
You can create claims for census type ordering facilities directly in the Census screen.
Procedure

1. GotoBILLING > Census.

2. Inthe Ordering Facility list, select a facility.
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RACICLOAIC EXAMINATION T Boferl -

3. Optional: In the Ordering Facility Notes box, type or edit notes, and then select SAVE NOTES.

4. Select a study in the list, assign the census type, and then select CREATE CLAIM.

Combine studies into a claim

If studies are of the same patient, date of service, reading provider, and facility, you can combine them into a single

claim.

1. Inthe Census screen, select Combine studies for same patient.

2. Inthe list of studies, select studies to combine.

3. Select CREATE CLAIM.

Export the census queue

You can export the census queue to send your ordering facilities.

Procedure

1. Onthe burgerE menu, select BILLING.

2. Onthe toolbar, select Census.

3. Inthe Ordering Facility list, select a facility.

4. Select the export button.

Result: The census queue appears in your Windows Downloads folder as an Excel file.
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Work with query and retrieve

The Query/Retrieve feature enables you to look up patients in the Exa platform database, but also other databases that
you configured as AEs.

Prerequisite: Configure DICOM settings for the server to query and for Exa PACS/RIS on the server.

Procedure

1. Onthe burger E menu, select QUERY/RETRIEVE.

2. Inthe dropdown list on the left side of the QUERY button, select a server to query.

STUDY EXISTS PATIENT HAME DoE PATIENT |0 DR LILI SEX
A v
O ves Easta Road 15911010 25502232 ]
[ s Teliho Elizabeth 1570:1204 LEGEOTS u
D | (n] Walaearthi Wewpnadhg 165 5:04-10 ECNATOTT i

3. Type criteria in the search bar and select QUERY.

@ e Use the Study Exists list to filter studies that are already in or not in the Exa platform database.
e You can use the asterisk (*) and question mark (?) wildcard characters in the account number,
accession number, referring physician, and study description fields.

4. Optional. To retrieve all matching studies, select RETRIEVE. To retrieve some matching studies, select the
studies, right-click, and then select Retrieve.
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Work with the fax manager: Updox

If you purchased Updox fax or reminder services, the fax manager function sends you to the My Updox website where you
can manage sending and receiving of faxes and reminders. Updox is a powerful tool because it helps you sync faxed
information with patient records in Exa PACS/RIS. This chapter gets you started using Updox by describing some of the

main configuration and operational tasks you can perform. For full documentation, select the help ? button in the upper-
right corner of Updox.

To open Updox, on the burger E menu, select FAX MANAGER.

Configure Updox

Users with administrator rights must can configure Updox including users and groups, queues, fax numbers, and
reminders.

Configure users for Updox

Configure users in Updox to allows assigning Updox email addresses (for example, for individual users or for an entire
practice), add staff to queues, assigning sign-in credentials, and sending notifications to individuals. Configure user
groups in Exa PACS/RIS grants access to Updox

In Updox
1. Select MENU > Admin > Users > New.
2. Onthe User Information, Settings, and Notifications tabs, enter all relevant information.

3. Select Save.

In Exa PACS/RIS
1. SETUP > OFFICE > User Management > USER GROUPS.
2. Open agroup to uses Updox.

3. Under Navigation, select Fax Manager.

Configure queues

Queues are useful for organizing and routing your faxes and emails to the intended location and person. For example, you
could create one queue for each department at a facility. Updox notifies specific users of the queue that they have a fax
waiting. In that sense, a queue can act as a task list. You can filter your Inbox by queue.

Prerequisite: Configure users for Updox.

500-000883A 495



Exa® PACS/RIS 1.4.33_P5 User's Manual exXQ-PLATFORM

Procedure
1. Select MENU > Admin > Queues > New.

2. Type a name for the queue, select users who can access it, and then select Save.

Configure tags

Tags are customizable labels that you can add to incoming faxes that helps you categorize them. You can filter the Inbox
by tag.

Procedure
1. Select MENU > Admin > Tags.

2. Select Add Tag, or select a tag and edit its label.

Configure fax numbers

Konica Minolta provides you with a fax number that you can use for Updox, but your Konica Minolta sales engineer can
also work with the phone company to add your existing fax numbers to Updox.

Procedure
1. Select MENU > Admin > Fax Settings.
A list appears of all fax numbers configured for Updox.

2. Selecta fax number to configure, and then enter the following settings.

Nickname Type an easily recognizable nickname for the fax number.
Route To Select where to route (forward) inbound faxes, such as to individual users or queues.
Tag Select atagto apply to faxes received at the fax number. For example, if you assign a tag

called Authorizations to a specific fax number, Updox automatically adds the tag to all
incoming faxes on that number.

3. Select Save.

Configure facilities for Updox

For each facility that uses Updox, configure the following.
1. SETUP > OFFICE > FACILITY.
2. Open afacility, and in the Updox Account ID box, type the ID.

3. Select the Send Fax via Updox checkbox.
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4. Select SAVE.

Configure browsers to allow pop-ups

Configure your web browser to allow pop-ups. For example, in Chrome:
1. Onthe overflow menu, select Settings.
2. Under Privacy and security, select Site settings.

3. Select Pop-ups and redirects, and then select Sites can send pop-ups and redirects.

Configure reminders

A reminder is an email, text, or voice message that Updox sends automatically to patients to remind them of their
scheduled appointments. Updox records the patient response to a reminder, and automatically cancels appointments in
Exa PACS/RIS if appropriate. To edit the contents of reminders, see Configure scripts.

Procedure
1. Select MENU > Admin > Reminders.

2. Onthe Rules tab, enter the following settings.

Practice Timezone The time zone of the practice performing the exam.

1st Reminder Select the type of reminder, and how long before the appointment to send the
reminder.

2nd Reminder Select the checkboxes to add a second and or third reminder.

3rd Reminder

Send reminders after confirmationis Select to continue to send reminders even if the patient confirms the
received appointment.
Blackout weekends Select to not send reminders on Saturdays and Sundays during the timesyou

specify in the start and end time boxes.

Allow patients to cancel an appointment When selected, the reminder includes a button, link, or other means to cancel
from the reminder the appointment.

Allow patientsto call the office from the When selected, the reminder includes a button, link, or other means of calling
reminder the practice.

Filter out multiple reminders for patients Select to only send a reminder for the first appointment during the time frame

within specified time frame you select, and only once during the time frame you select. Cuts down on

redundant reminders that can annoy patients.

Human Voice Select the type of voice for voice reminders.

3. Select Save.
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Configure scripts
You can configure scripts (text templates) for reminders. Scripts can include variables such as the patient's name. For

voice reminders, scripts are read aloud by the system's synthesized human voice.

Note: If the language setting in the patient chart in Exa PACS/RIS country is set to Spanish, it will read the script
you compose under Spanish Message.

Procedure
1. Select MENU > Admin > Reminders.
2. Onthe Scripts tab, select New.
3. Inthe pop-up window, select the type of script you want to add.
4. Enter the script and other information. To use the script, select the Active checkbox.

You can include variables in your script, as listed on the right. The variable names in the Text Script dialog can be
misleading, so note the following:

[location] The facility in Exa PACS/RIS
[with] DO NOT USE
[practice name] The customer name in Exa PACS/RIS

5. Select SAVE.

Apply a script to an appointment type
To configure a specific script for a specific appointment type:
1. Select MENU > Admin > Scheduling.

2. Inthe Scheduling Admin dialog, on the Appt. Types tab, select a modality.
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3. Inthe right pane, in the script dropdown lists, select the script to use for that modality.

Configure Inbox buttons

You can configure which buttons appear on the list in the left pane of the Inbox. Even if a button is not in the list, you can

still access all available features by selecting the More button in the list.

1. Select MENU > Admin > Inbox Buttons.

2. Select or clear checkboxes to add or remove buttons.

3. Drag buttons in the list to reorder them.
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Use Updox

Use the button bar

On the left side of Updox there is a vertical button bar that gives you access to the major areas of the program.

Inbox Afolder containingreceived items (faxes and emails).

Sent Afolder containing sent items.

Archive The archive containing used items (faxes and emails sent to the EHR or attached
to patients or studies).

Spam Afolder containingunwanted items.

Trash Afolder containing deleted items.

System

Use the Inbox

The Inbox contains all faxes received at or routed to your fax number.
1. Onthe left vertical button bar, select Inbox.

2. Tofilter the Inbox, select criteria on the filter bar.

B TYPES * TAGS = = SPACES A QUEUES = = 50RT= Search |

3. To work with faxes and emails, the following buttons are available in each item's left pane.
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All available buttons not shown

eXQ-PLATFORM

Send Item Select to send the itemto a patient's documents in Exa PACS/RIS.

Route Item Select toroute (forward) an itemto a user or queue.

Comment Select to add a comment to an item. You can search for items by searching for
text contained within their comments. To do so, using the search box in the Inbox.

Archive View the archive, which contains items that were sent to the EHR or attached to
patients ore studies.

Mark Unread Markanitemas unread.

Print Print the item.

Fax Back

Download PDF

Delete

Request Ownership

Documents are automatically tagged as being owned by a user. To become an
owner of an item, select Request Ownership.

More

Accessto features not included in the list of buttons above.

Compose an email or text message

You can send emails and text messages (such as to patients) from within Updox.

1.

In the Inbox., select COMPOSE (an email), or TEXT MESSAGE.

v - & ADDRESS BOOK |

ST .

COMPOSE
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2. Optional: To attach a document, select the plus (+) button at the bottom of the dialog.

3. Inthe Compose dialog, type a name to search for a recipient, select the recipient in the list of search results,

and then select OK.

Compose

; dorothy.havien@konicaminolta.com

Darathy Havien

dorot
i Darath
[
Attachments: :I_'F PSEES 1D change send Ng arae Caution: A ¥ SEIECIED PIEES Will DZ 22Nt MOYer OWeEr DEEES T WiEr fiy cont
4. Fillin the subject, select options, type the email, and then select Send.
Open the address book
You can open the address book to manage contacts.
1. Inthe Inbox., select ADDRESS BOOK.
' " & ADDRESS BOOK | B COMPOSE 8 TEXT MESSAGE
2. Add contacts and contact groups as needed.
Address Book X

+ Nuw Comeo Group
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3. Select SAVE.

View a fax or emalil

You can view the contents of your faxes, and any available fax-related metadata and historical activity.

Procedure

1. Onthe left pane, select Inbox.

2. Inthe list, select the arrow > button corresponding to the fax or email that you want to view.

3. Optional. If the item is a failed outbound fax, you can select RESEND to retry the fax.

4. Double-click the item's thumbnail to open and view it.

Assign atag to an item

If you configured tags for your fax numbers, tags are assigned automatically. However, you can change an item's tag as
follows.

1. Inthe Inbox, select the item, and then in the tag menu, select a tag.

exqa

v | O | P ADDRESSBOOK I COMPOSE 8 TENT MESSAGE

I v fax Maa 070234159 | m b4

B nore
tor Scheduling

fram: Fax 9155895574 B i :-_3:;'

T Send Item I W o Dack Bequired
Route [tem
Comment

Archive

= Mark Unread

Deint

Add areceived fax's number to the address book

If you receive a fax and want to add the sender's fax number to your address book:

1. Inthe Inbox., select an item, and then select the edit address book button (orange square in the figure).
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" Send ltem
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2. Inthe Address Book, edit the information as needed and then select SAVE.

Send an item to a patient chart

You can send (attach) an item to a patient or study in Exa PACS/RIS.

1. Inthe Inbox, select an item and then select Send Item.

2. Inthe search box, type a patient name.

% Reassign: 1 fax page from (919) 589-5574

Mew Cradrly (Gniacl and send L& dorathy
Faients Broahy Tegt

Cd ity TERTTWE

chare WCI036
Comact MO resuies

CeoruAny Haween

Feo resins

3. Under Patients, double-click the patient you're looking for, and then select the Send to EHR checkbox.
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¥ Reassign: 1 fax page from (919) 589-5574

Darothy Test

Send 1o EHR

Enter relevant details for the item and patient.

Optional: In the Studies section, you can select individual studies to attach the item to, or leave all unselected
to attach the item to the patient chart only.

Optional: In the Category section, you can select a document type available in Exa PACS/RIS for the item.

Select Send to EHR. (EHR here means Exa PACS/RIS.)

View appointment reminders and reports

Appointment reminders are preconfigured emails, text messages, or voice messages that Updox sends automatically to

patients regarding their scheduled exams. If the patient cancels an appointment through an appointment reminder, the

appointment is automatically cancelled in Exa PACS/RIS. To set up an appointment reminder, see Configure reminders.

To view the contents, history, status, and patient response to an appointment reminder, do the following.

Procedure
1. Select MENU > Home > Reminders Dashboard.
2. Optional. In the left pane, enter criteria to filter the reminders list.
3. Inthe main list, select an appointment to view details about the reminder.
4. Select MENU > Home > Reminders Reporting.
5. Enter criteria in the left pane and select Search.
Result: Statistics appear on the numbers of reminders sent that match your criteria.
6. Select a statistic to display details.
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Process an order

Often referring physicians fax or email exam order documents, and you can attach them to the Exa PACS/RIS patient

chart.
Procedure
1. SelectInbox.
2. Inthe list, select the arrow (>) button corresponding to the order.
3. Inthe left pane, select SEND ITEM.
4. Inthe dialog, type the patient name to search for the patient, select a patient in the list of results, select the
Send to EHR checkbox, and then select OK.
@ Note: If the patient does not exist, you can leave Updox open, create the patient in Exa PACS/RIS, and
then return to Updox and search for the newly created patient.
5. Inthe form that appears, fill in options as needed (such as the subject line), and then select the checkbox for
one or more relevant studies.
Note: The document is attached at the order level to the selected studies. If you do not select a study, the
document is attached to the patient.
6. Inthe Category list, select the Exa PACS/RIS document type.
7. Select SEND.

Result: The fax appears in the DOCUMENTS tab of the patient chart in Exa PACS/RIS.

Exchange secure text messages

With Updox, you can exchange secure text messages directly with a patient, and the thread is stored for future

reference. Like faxes and emails, if the patient texts you a document, you can add it to the patient chart.

Procedure
1. Inthe Inbox, select Text Message.
2. Inthe Send a Text Message dialog, select Secure or SMS.
3. Inthe Send To list, search for and select a recipient (a patient who has a mobile phone number recorded in their
chart).
4. Type a message, or select a template or macro.
5. Select the Allow Responses and/or Attach a File options as needed.
6. Optional. If the patient attached a document that you want to attach to the patient chart, select the checkbox

for the document, select SEND ITEM, and then follow the same procedure for attaching a faxed document.
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7. Select Send Secure Text or Send SMS Text.
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Work with scheduling

Exa PACS/RIS offers powerful features for scheduling and managing appointments. This chapter contains the following
topic and sections.

About the schedule book

A typical scheduling workflow
Other scheduling tasks
Post-scheduling tasks

About the schedule book
The schedule book is the primary starting point for most scheduling tasks. It displays a chronological list (rows) of
appointments during a selected 24-hour period in each modality room (columns) at a selected facility. You can open the

schedule book from the burger menu by selecting SCHEDULE.

= Schedule Book

RADIOLOGY FAGILITY : MY COMPANY = MYFACILITY FRLTER = FIND SLOTS WALK-IM APPOINTMENT CURCK, BLOCK
[ NOVEMBER 73 2022 » SETMO-SHOWS & O TODAY PREV NEXT
Magnetic Resonance (MC) Computer Tomo MC) e Computer Radiagraphy (MC) XA
D645 am : 7
. Navigation bar
: TEST 0409 07:00
LEELLE LR 3 0/2000022YEIMI M 0730
CARDIAC ME]1 MORPHOLOGY B o T e
Ly EEY FUNCTION W/D CONTRAST Appointment
07:30 am
T AR
See also:

Work with scheduling
A typical scheduling workflow

A typical scheduling workflow
This section includes topics in the order that you might typically follow to schedule an exam.

Find an available timeslot

Set up a patient

Enter appointment information
Enter schedule information

Enter insurance information
Enter other information and forms
Create an order (appointment

Confirm an appointment
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See also:

About the schedule book

Other scheduling tasks
Post-scheduling tasks

Configure a schedule filter
Use the Find Slots feature

About procedure codes, appointment types, and appointment type procedures

Find an available timeslot

You can begin scheduling by finding an available timeslot in the schedule book, which is a calendar-style view of
appointments by time and modality.

Procedure

1. Goto burger E > SCHEDULE to open the schedule book.
2. Onthe button bar, in the FACILITY button list, select the facility for the exam.

3. Optional. If you configured a schedule filter, you can select it from the FILTER button menu.

= Schedule Book
RADICLOGY FACILITY ; MY COMPANY = FILTER » FIND SLOTS CUNCK BLOCK

TAFRIL 78 2021 &

AngauthRuile - Apr 2023 Mext 4 Mionths

0700 am Angela Facility Sy Mo Tu We Th Fr S5a | Su Mo Tu We Th Fr Sa Firev: 4 Wonktis
0715 am Angie Facility 1 1 2 3 4 5 & Haxt Year
""" Beepeoxfaely |2 2 4 58 6 7 8|7 8 8 10111213 Prev. Year

0730 am GobikaTestEacili :

E TR W | g 10 11 12 151415 | 1415 16 17 18:19 20 | GurmsnlMonth
- Meera Facility
AR 16 17 18 19 2021 22 | 21 22 23 24 75 26 77

My Company =

08:00 am Wm0 = 23 24 25 26 7 gl 29 | 28 29 30 3

_l-nI 30

4. On the navigation bar, use the date picker to select a date.

5. Double-click an empty timeslot in the column corresponding to the exam’s modality.

Computer Tomo (MC) (aiF ¥ray (MC)

DEk4s am

09060 arm

09:15 am
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Next: Set up a patient
Parent: A typical scheduling workflow

Set up a patient

To set up a patient for an appointment, you can find an existing patient chart, create a new patient chart, or import an
existing patient chart by following one of the procedures below.

Find an existing patient chart

1. Onthe New Appointment screen, on the SEARCH tab, find patients by entering demographics in the Last
Name and other boxes.

Optional: If the Break the Glass checkbox appears, you can select it to search for confidential patient records.
See Access confidential patient records (break the glass).

{ | New Appointment

Patient Search Enter search criteria

Starts With ~ | All |ix Show Inactive [ Break the Glass

tes'l First Mame MREN

s cwmisoma: | aoasovor | worrmor |

PATIENT SEARCH RESULTS

Tost, Tablo - test1144
DOB: 09/09/2000

Test, Marilyn - TesM1191 ,
n?a.m::?:zum Double-click

Test, Sharon - Tes51027

2. Inthe list of search results, double-click the patient for whom you want to schedule an exam.

3. Ifthe Recent Schedule dialog appears, select NEW SCHEDULE.
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Recent Schedule

Facifity Madality Modulity Room
~l b -

Scheduled : 2 Abartad 0 Cancellad : 0
Fasility Schedale/Ordered Date  Crosind By

B Wimilla Test F_ 040262023 23000 P Ry, Nimedla

L] Hismills Teat F_ - 04/22/2023 11:0000 &AM Ry, M

B Hinmills Teat Fo 04212023 1050000 AW Ry,

f;_‘: Mizmilla Teat F . 02002023 2 00:00 P Ry, Mirmdla

Mo-Shows o1
Modality Room
XA Eray
us ira Seund
s Ulira Send
CR iR

Tant, Mariln

01,407172000, F
Walk-ins - 0
Stady Dezcriplion Appoimiment
Hatux

30 RNDR LR CT MRI US/OTH REQ FOSTRCY Schoduled

D0 VELDCIMETAY FTL UMBILICAL &AT M

A0 RNDR B3R CT MR LUS/OTH ¥ REG POSTRCY Bcheduléd

BOME &0E STUDIES Schnduled -

4. Continue to Enter appointment information.

Create a new patient chart

If you couldn't find a patient chart, you can follow these steps to create a new one, or skip to "Import a patient chart"

below.

1. Onthe New Appointment screen, on the SEARCH tab, select CREATE & SCHEDULE.

Test Fred

o} | L CREATE & SCHEDULE

2. Under Personal Information, type the primary demographics (name, Patient ID, etc.) for the patient.

¢ New Appointment

Personal Information

Facility * My Company v
DGO Patent 1D
Account Mo Al
Hame * Tast
!.S:hrrns'l ; Sl *
DOB Sax * MMDDYYYY | [ Select w
Prnmary Physician sgarch Primary Proy

Ordaring Facility Mo Crdening Facilily Location Seb

ZEM

SEARCH
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3. Continue to Enter appointment information.

Import a patient chart

1. Onthe New Appointment screen, on the SEARCH tab, select IMPORT PATIENT.

Last Name Fi

MRM 55N
2 cvssoone | oo [ sworror ]

T ST AL S BT

2. Select Choose File, and then browse for and select a patient file.
3. Inthe Open dialog, browse for and select the patient file, and then select Open.

4. Optional: To merge the patient file that you are importing with an existing patient chart in Exa PACS/RIS, select
the Update Existing checkbox.

5. Select IMPORT.
6. Continue to Enter appointment information.
Parent: A typical scheduling workflow

Enter appointment information
Enter general information about the appointment and exam, and add preconfigured studies to perform during the exam.
Procedure

1. Inthe New Appointment screen, on the APPT. INFO tab, enter or modify the following settings.
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New Appointment
ARCH APPT. INFO.
Appointment Information
ok My Company Z Reading Physician i Y
Modality * " ) m
odality T W Bedy Part Abdormean W
Appointment Type *| oT ABD & PELVIS W/CONTRAST Oriartatian Selact
i Gale w
Awvailable Date AF28,/2023 900 AM EDT X - " .
CCESSI0n NO.
R 1o
panin Study Notes Select Macro Note
Referring Physiclan | prayides, Referring x | v Testing - notes scenarios
Ordering Physician | provides Refarring "
Allornsy t ¥
Raason Pain
Stat Lewvel Stat Off w
Departmant
Institidion
Code 74177
Uinits 1.0
Maodifiers

Fields may vary depending on version, region, and other factors.

Location The facility where the exam will be performed.
Modality The modality for the exam.
Appointment Type Type in the box to search dynamically for an appointment type, and then select one in the

list. You can search by description or code number. See also About procedure codes,
appointment types. and appointment type procedures.

Available Date The timeslot you initially selected on the schedule book. To change the timeslot, select
the calendar button.

Resource The modality roomyou selected. Not available for editingin this screen.

Ordering Facility Available with Exa Mobile. Type in the box to search dynamically for the ordering facility,
and then select one in the list. For more advanced searching, select the magnifying glass
tool.

Referring Physician Type in the box to search dynamically for the referring physician, and then select one in
the list.

Ordering Physician Type in the box to search dynamically for the ordering physician, and then select one in

the list. For more advanced searching, select the magnifying glass tool.
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Attorney Select an attorney in the dropdown list, if applicable.
Stat Level Select an urgency for the exam.
Code, Units, and Modifiers When you select an appointment type, the corresponding code appearsin the Code box,

and any available default units and modifiers for the code appear. Edit the unitsand
modifiersif needed.

[Settings in the right column of The Reading Physician and other settingsin this column are optional. Exa PACS/RIS will
the page] assign the accession number and other fields automatically at another time during the
scheduling workflow.

Select study detail options (Available when studies are added in the Find Slots screen.)

Select details to add to the appointment information that are not included by default.
Select APPLY TO ALL STUDIES to add the selected information to all studies that you
schedule.

2. Optional. Under Diagnostic Codes, type search criteria, select the search m button, and then select
diagnostic codes in the list.

Diagnostic Codes
456
(o]
CODE DESCRIPTION
_| 532 4564 Mondisplaced transverse fracture of unspecified acetabubum, initial encol
537 4568 Mondisplaced transverse fracture of unspecified acetabulum, initisl enco
- AERE Bl 2 | B I e =1 foone Ly 'l 1=l

Next: Enter schedule information

Previous: Set up a patient
Parent: A typical scheduling workflow

Enter schedule information

After entering appointment information, enter any of the details described below that apply to the appointment and the
patient.

Procedure

1. Onthe APPT. INFO. tab, move beyond Diagnostic Codes, and then under Schedule Information, enter the
following information.
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Schedule Information

Crdering Facility My Ordering Facilty (My Ordering Facilty) * | v~ Requesting Date YY-MM-D | [
n O remind Me for Earlier Appointment
Flace of Service Select Transnpristlion Select v

Source Select b

i

L=t

Injury Date

Patient Location Select w Referral Mumber

Patiant Room Mo

Supervising

Physician

Patient Condition Select

Patient’s Condition [ Employment
G
Related To ] Aute Accident
O other Accident

Accident State

Technalogist

= |
Sabect facility and modality |

Schedule Motes I -

Justification of

Maobile Service

Ordering Facility

Select the ordering facility, if applicable.

Place of Service

Select a place of service category.

Source

Select the event that initiated the exam.

Patient Location

Select the intended destination (such as department) of the patient at the facility.

Patient Room No.

Type the room number for the patient’s treatment.

Patient Condition

Select the current mobility status of the patient.

Supervising Physician

Type or select the supervising physician for the procedure.

Technologist/Vehicle

Select the technologist or vehicle linked to the exam.

Unavailable if both Mobile Billing and Exa Mobile are in use.

Requesting Date

Select the requested date for the exam.

Remind Me for Earlier
Appointment

Select if the patient would like to be reminded of an appointment taking place early in the
morning.

Transportation

Select the patient’s mode of transportation to the facility for the exam.

Injury Date

Select the date of onset or injury.

Referral Number

Type the referral number, ifavailable.
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Patient’s Condition Related To Select whether the patient’s condition isrelated to their employment, auto accidents, or
other accidents.

Accident State Ifyou selected a condition previously, select the state or province where the condition
occurred.

Schedule Notes Select a macro note, or type a note in the box.

Justification of Mobile Service If dispatching mobile services, type the justification.

Next: Enter insurance information

Previous: Enter appointment information
Parent: A typical scheduling workflow

Enter insurance information

After entering appointment and schedule information, you can enter information about the insurance provider handling
payment for the exam.

Procedure

1. Inthe New Appointment screen, select the INSURANCE tab, and then enter the following information about
the patient's primary insurance policy, if available.
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MNew Appointment

Marilyn Test

SEARCH APPT. INFO INSLIRANCE

Primary Insurancem

Exisfing Insurance  Select v Pobicy Mumber *
Carrier * arch Larriar X Group Mo,
Provider Type Valid From Date
Group Mame Valid To Date MDD Fil}
Felationship = Select W Address Line 1
GER K LR | Addooks Ling 2
Six Select w

Country United States W

City/State/ZIP Salect W

Subscripar Hame *

Alaris

Existing Insurance Ifthe patient record already includes insurance providers, they appear in the dropdown
list. Select one, ifavailable. Information for the provider you select appearsin the other
options.

Carrier If no existing insurance providers are available, select a carrier here. Information for the
carrier you select appearsin other options, but you must enter the policy number
manually.

Provider Type The provider type of the selected carrier is entered automatically.

Group Name Type the provider group name.

Relationship Select the relationship of the subscriber to the patient. If available, the date of birth and

address of the person you select appear in other options.

DOB Select the subscriber’s date of birth.

Sex Select the subscriber’s sex.

Country/Address Type or select the country, city, state, and ZIP code of the subscriber.

Subscriber Name Type the name of the subscriber.

Service Type* Available after selectinga carrier. Select the service typesavailable through the insurer.
Benefit On Date* Available after selecting a carrier. Select the date that benefits start.
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Eligibility/Estimation Available with Eligibility rights after selecting a carrier. Select to verify insurance
eligibility and/or view estimates. See topics on Exa Clear and PokitDok for procedures.

Policy Number Type the subscriber’s insurance policy number.

Group No. Optional. Type the subscriber’s insurance group number.

Valid From/To Date Select the dates during which the policy isvalid.

[Address] Type the street address of the subscriber.

*Available when notusing Exa Clear.

2. Optional. Select ADD SECONDARY INSURANCE, and enter information for the secondary insurance provider.

Next: Enter other information and forms
Previous: Enter schedule information

Parent: A typical scheduling workflow
See also:

Verify eligibility and estimate coverage with Exa Clear
Verify eligibility of preorders and studies with PokitDok

Enter other information and forms

You can add other physicians to the study (such as for consults), view exam prep instructions, view provider alerts, add
patient alerts, and attach study forms such as for consent, HIPAA, and CT screening. You can have the patient verify the
accuracy of the information in the form at the time of the exam.

Procedure

1. Inthe New Appointment screen, select a tab and perform the corresponding task.

EXAM PREF: INSTRUCTIONS

nstructions

Tab on the New Appointment Task
Screen

EXAM PREP. INSTRUCTIONS View prep instructions for the selected appointment type.

OTHER PHYSICIAN In the Other Physician dropdown list, select a physician, and then select the plus button to
add the physician to the list. You can add multiple physicians.

Note: When the exam report is completed, if Reports to me is configured (see, “Create,
view, and deliver reports”), Exa PACS/RIS automatically sends a copy of the report to the
physicians selected here.

PROVIDER ALERTS View alerts for the provider performing the exam.
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Tab on the New Appointment Task
Screen

PATIENT ALERTS Select one or more checkboxes relevant to the patient undergoing the exam.

Note: To add a new alert, at the bottom of the list of alerts, type a new alert and select the

plus button.

Select a formin the dropdown list. Tofill out the form, select its edit 6? button and select
SAVE. To make the form available on the patient portal, select the Patient Portal checkbox.

STUDY FORMS

Next: Create the order (appointment)

Previous: Enter insurance information
Parent: A typical scheduling workflow

Create the order (appointment)

After entering all information related to the appointment, finalize by creating the order. When you create an order, the
appointment is added to the schedule book (except for walk-in appointments) and becomes available in RIS and the
worklist.

Procedure

1. Onthe New Appointment screen, select the APPT. INFO tab, and then select ADD STUDY.

Result: A study ("appointment card") appears based on the information entered.

New Appointment
sancH | APATINED. |
Lesalien * Wy Cornpany - Sapading Py Fhy -
odality o1 ot Biodky Part Salect -
ArCa T 3 ialeri A frreart T & b
AppaiTtment Tvge * | el Apcainimant Type Oviartaticn Habag = O4rEE0EY 000 AM - 0H15 AM U Earieen -1}
S z . Companter Tamo £
Availabio Date - , T e " s

Aooession Mo Appointment card * TAVTA CT AEDEBELAS WO CORTRST 1= BODY REGHS
i X T &1 315
Hesgs Enuthy Metis s Hold B
Bufaies Dleisteie [~

2. Atthe upper-right corner of the screen, select CREATE ORDER.
Result: The order is created and scheduled, and one of the following screens appears.

e The schedule book, showing the scheduled appointment (by default)
e The Edit Study screen (when Auto-Open New Order is selected)
¢ The confirmation screen (when Auto-Open Appointment Confirmation is selected)
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= Schedule Book

RADHOLOGY FACILITY : MY COMPANY - FILTER =

0800 am

0830 am

08:45 am

Computer Toma (MC) Cs Xray (MC)

_&EE["'_@QH_'EF!EHE_Q‘?EE@[E_______
Rty as a "study block"

D000 am [k

01,01 /2000(23VEIM) F 09:15

09:00

0915 am

0930 am

3. Optional. To view a quick summary of the exam in the schedule book, hover over the study block.

Next: Confirm an appointment

Previous: Enter other information and forms
Parent: A typical scheduling workflow

Confirm an appointment

After creating an order, use the Appointment Confirmation screen to confirm details with the patient, and then change

the study status to Confirmed.

Open the Appointment Confirmation screen

e Automatically: See the “Auto-Open Appointment Confirmation” setting in Configure other user settings.
e Manually: On the schedule book, right-click an appointment block, and then select Appointment

Confirmation.

TEST 2106

2000-05- 2823V EOM)

CT BONE MINERAL DY

1+ GITS AXIAL SHEL
= |

TEST 2106
2000-05-2B(2 37 BOM)

E=  Exam Frep Instructions

828
B schedule Appointment
B Change Siatus
¥ Priority
™= Fiag Ag
O sta

Bi Edit Study
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Test, 2106 - 2000-05-Z8 - Tes21158, F
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Thirka bar bezching with by Gorpey.

Lossation Hames Seicineqa
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RALEIGH, T Send Enaila Ta

Patient Arrival Date/Time: 2023-06-21 8:20 AM EDT %

il i Traliann T T i Exiir Detaals n
Sarieat Pl T 10 Harva:
2021-04-27 B:20 AM - B:20 AW USiTaatern CT CTHewMadRzom
Ecddman tddivma TP T DOME MIKDRAL DEMEITY STUDY 1+ TS AXIAL SHEL
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Confirm with the patient

You can discuss the information over the phone, or send the information:

e Inthe Send Emails To box, type an email address and select the email ‘= button to send the confirmation.

e Select the print S putton to print the information.

Optional: For more information you can:

o Verify eligibility and estimate coverage by selecting Eligibility/Estimation or Verify (if available). See Verify

eligibility and estimate coverage with Exa Clear.

e Under Exam Details, select an appointment card to jump to the Edit Study screen.

Change the appointment status to Confirmed

When the patient confirms the appointment, change the status. On the schedule book, right-click the appointment

card, select Change Status, and then Confirmed.

TEST 2106

2000-05-ZB(Z3¥BAM) F e AR
CT BONE MINERAL DEMNSITY STURRE-20
1+ SITS ANIAL SHEL
TEST 2106 &t
T
3 23 fifi Schedule Appointment
Changs Status B confimed
= Priority B Confirmed Al
M Flag As Check-In
Choends | Al

Previous: Create the order (appointment)
Parent: A typical scheduling workflow
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See also:

Other scheduling tasks
Post-scheduling tasks
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Other scheduling tasks
This section contains the following scheduling tasks that were not covered in A typical scheduling workflow.

Use the Find Slots feature

Create a quick block
Print the schedule book

Schedule appointments back to back
Schedule a walk-in appointment

Change the time block duration on the schedule book
Edit or delete schedule blocks

About auto-blocks
Track referrals

Use the Find Slots feature

Find slots is a powerful tool for finding appointment times and creating orders. It can be especially useful when you want
to find a timeslot first, and then schedule an appointment in it.

Procedure
1. GotoSCHEDULE.

2. Inthe schedule book, on the menu bar, select FIND SLOTS.

FACILITY : MY COMPANY ~ FIND 5LOTS

Mammography (MC) L

|
3. Inthe Available Slots screen, in the Patient ZIP Code box, type the patient’s ZIP or postal code.

4. Inthe Distance from Patient dropdown list, select a search radius.

Result: Facilities in the range you specify are automatically selected in the Facility list.

Available Slots

Distance from Patient Patient ZIP Code || Patient ZIP Plus  Patient Time

25 w miles 27610 ZIP Plus USfEastern

Appointment Type

Select Appointment Type | ~

5. Inthe Appointment Type dropdown list, select an appointment type.

Result: Available timeslots appear in a list.
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6. To narrow the list of available timeslots, type or select other criteria described below.

Available Siots P

Dintarcn drom Patiord Potiort HP Gode Potiont 205 Flan Babbart Time Baze Beboming Physicin farmar Appoiimant

o
020519 Fi0 AME - 725 AM PR Eastenn L ;

Al v mies

Madskty Razm Dsta Masmography
MOHE SELECTED = i | P
2 - = COMPUTER-AIDED DETECTION SCREERING
Erad Thves NP Dy of the Wtk iklaiasal Tise MAARMDGRAPHY
&0 @15
9 v 90 0000000 O
3
Paniding
Solect Appointment - DIAGROSTICMAMMOGRAPHYDIGITAL GIzna DAAGHDET ICRAAMMOG RAPHY DG AL
- 15
&0 AW - G:30 AM My Coimpiity (Mammograzy
Alerts
S0 &M - 45 AM My Cempany (Menmogeay|
: Theara b o akaits
EA5 AW = 7200 Al Sly Company (Moo
T:25 AW - Tdg AM My Comipany (Merrrogras|
TADAM - T:55AM | My Cosiingai iy (MaTmognam|
Setting Description
Appointment Type Selected above. The appointment to schedule.
Referring Physician Select to display any provider alerts, and to carry over into the new appointment screen

after slots are found.

Carrier Select the insurance carrier. The insurance may also be auto-populated if the patient has
a default insurance policy.

Facility Select to schedule in specific facilities.

To select all facilities, make no selection or select Select all.

Modality Room Select ifyou want to schedule in specific modality rooms.

Toview slots in all modality rooms, make no selection or select Select all.

Date Select to schedule on a specific date.

Start/End Time Select a time range during which to schedule.

AM/PM Select to schedule only in the morning or afternoon.

Day of the Week Select one or more days on which you want to schedule.

Additional Time Select if more time is needed for the exam than the standard duration.

@ Notes:

o Timeslots overlapping soft quick blocks are accompanied by a pink square.
e Timeslots overlapping hard quick blocks are omitted from the list.
7. Inthe list of timeslots, select a slot.
Result: An appointment card appears (on the right side of the screen, under Appointments).

8. Optional. To schedule another appointment in the same order, select another appointment type and then repeat
the steps.
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9. Select CREATE ORDER.

10. Perform scheduling procedures.

Create a quick block

You can create a quick block to specify timeslots for non-exam events such as lunch breaks, or for dedicated use such
as all-day training. There are two types of quick block:

e Soft quick blocks are partial room reservations, and you can schedule exams over them.
e Hard quick blocks are full room reservations, and you cannot schedule exams over them.
Procedure

1. GotoSCHEDULE.

2. Onthe button bar, select QUICK BLOCK, and then drag within a column to place a block.

FIND SLOTS WALK-IN APPOINTMENT QUICK BLOCK
E MAY 19 2023 » SET NO-SHOWS
MRModRoom (GTF) o ¥AModroom (GTF)
...and drag
B 08:15 09:15

3. Inthe Create Quick Block dialog, enter the following settings.

Create Quick Block

SAVE & CLOSE

Rule Mame * @ Predefined ) Free Text
Machine Maintenance V|
O Mot Available

B8 Display as a block on schedule book  #FFFFFE
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Rule Name Predefined: Select to apply a schedule rule to the block, and then select a schedule rule
fromthe list.

Free text: Select to apply a label to the block without applying a schedule rule.

Not Available Select: Create a hard quick block (no scheduling allowed).

Clear: Create a soft quick block (scheduling allowed).

Display as a block on schedule Select to add a visible quick block. If cleared, the quick blockis not visible, but still affectq
book available slots during scheduling.

il Clickinside the box, and then select a color for the block.

4. Optional. For detailed settings, select MORE OPTIONS to open the schedule rules screen.
See also:

Configure a schedule template and schedule rules
Edit or delete schedule blocks

About schedule blocks

Print the schedule book

Procedure

1. GotoSCHEDULE.

2. Under the button bar, on the navigation bar, select the printE button.

WALK-IN APPOINTMENT QUICK BLOCK
[EF MAY 19 2023~ SETNO-SHOWS! & ||C. TODAY PREV NEXT
MRModRoom (GTF) ¢ XAModroom (GTF) ¢, L2
05 SEC1205 12:00
04-30{23YE0M) F 12:15

Schedule appointments back to back

You can select to schedule multiple appointments back to back, in which the Find Slots feature only shows you timeslots
that are available for all of the appointments on the same day at the same facility.

Procedure
1. Following the steps in Use the Find Slots feature, add the first appointment type.

2. Selectthe second Appointment Type, and then in the Group Schedule dialog, select BACK-TO-BACK.
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Group Schedule

How would you like to schedule this group of
appointments, back-to-back or independent of
one another?

3. Optional: In the Max Delay dropdown list, select the maximum amount of wait time between appointments.

Destance Prom Palient  Patienl TIF Code  Palient ZIP Plus  Patient Tinse Zane  Carfier

10 miles
Facility Muadality Room Diate
End Tima AN P Darya ol the Week Additizaal T

s O@ 0000060 O

Click the Find Slata button to 526 the available slots

Appeintment Type

Start Time

O Minutes

Appomniments

| Scecied }
Bach-to-back
T4177

&

Test, Rich - 2000-09-08 - tesr1009, M, 22Y

Back-to-back
74176
e

Alerts

There are no alens

Note: The Same Day option returns all available timeslots regardless of delay.

4. Enter additional scheduling criteria, select SEARCH SLOTS, and then select a slot.

5. Select CREATE ORDER.

6. Perform scheduling tasks, such as in A typical scheduling workflow.

Change slots part way through

If you need to change the timeslots you selected for your appointments before creating the order:

1. Select the first appointment card, and then select the = button.

Appointments

o
2073-04-10  5:00 AM - B:20 AM US/Eastem €T CTRoom1, "
14178 CT Abdamen end Palviz W0 Conbra
o 10 =1 @20
2023-04-10  &:20 AM - 3:40 AM US/Eastem €T  CTRoom 1, Gamer
TZ130,72130 CT Thoeacic Spine with and without Contrast
L1010 I=1 o el

2. Select the next appointment card, and select a new timeslot.

3. Repeat for all appointment cards.
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Schedule a walk-in appointment

To immediately admit patients who do not have a previously scheduled exam, you can schedule a walk-in appointment.
Walk-ins are considered exceptions and do not appear on the schedule book, but they do appear on the worklist so that
staff can make accommodations.

Procedure
1. GotoSCHEDULE.

2. Inthe schedule book, on the menu bar, select WALK-IN APPOINTMENT.

FRCILITY | MY COMPANY = FIND 51073 OQUICK BLOCK
MAY 15 2023~ SET NO-SHOWS

Mammeagraphy (MC) C

3. Perform scheduling tasks, starting with Set up a patient.

Note that Exa PACS/RIS fills in the Available Date box with the current date and time.

Change the time block duration on the schedule book

A time block is the amount of time represented by each row on the schedule book. By default time blocks are 15
minutes, but you can change them.

Procedure
1. GotoSCHEDULE.
2. Onthe schedule book, right-click anywhere in the left margin where the times of day appear.

RADIOLOGY

Mammicgraphy {MC)

09:00 am

09:15 am

10:30 am

3. Select a duration.
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Edit or delete schedule blocks

You can edit or delete schedule blocks directly on the schedule book.

Prerequisite: Sign in as a user with the Schedule Block right.
Procedure
1. GotoSCHEDULE.

2. On the schedule book, select a schedule block, and then select its edit & button.

ND S0

MRModRoom (GTF)

FIRST1905 FIRST1905 i & 5
FO0N-Nd- 3003 TVRORD F

Result: Depending on the type of block, one or more editing and/or deleting option appears.
3. Selectan option, and if editing, make changes in the editing screen.

See also:

Edit Study screen

About auto-blocks

When you schedule an exam in a timeslot to which a schedule rule applies, and the schedule rule specifies a particular
resource to perform the exam (for example, a technologist), Exa PACS/RIS does the following.

e Checks to see if the resource is also available to work in other modality rooms at the same time.

e If so, and if Autoblocking is selected in the schedule rule, Exa PACS/RIS automatically creates schedule blocks in the
other timeslots to prevent future users from double-booking the resource.

These auto-blocks appear on the schedule book as “Auto-Block with Study ID,” and the Allow Scheduling option is
disabled. You can edit auto-blocks like any other schedule block.

Track referrals

This is a legacy Meaningful Use feature and is no longer available.
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Post-scheduling tasks
The following tasks can be performed (typically by front desk staff) after appointments are scheduled.

Schedule book

Check in a patient for an appointment from the schedule book
Attach a document from the schedule book

Make guick changes to appointments

Edit an appointment from a schedule block
Reschedule an appointment
Schedule a follow-up

Cancel an appointment
Set no-shows

Patient Kiosk
Use Patient Kiosk to check in patients

Edit study

Enter a new charge
Enter payments and print receipts

Check in a patient for an appointment from the schedule book

You can follow the steps below to check in a patient for an appointment from the schedule book. If using Patient Kiosk,
see topics in Use Patient Kiosk as a healthcare staff member.

1. GotoSCHEDULE.

2. On the schedule book, on the schedule block shortcut menu, select Change Status > Check-In.

2000-05-28)

CTBOMEMI 2  cehedule Appaintment

1+ 5T AKS : —

il Change Status B confirmed
TEST 2106

2000-05-2EB[ % Frionty B Confirmed All —
| ™ Flagag
[ Stat Checi-in All

MACHIMEM By Edi study
0930 AM-11)

Attach a document from the schedule book
To attach a document from the schedule book, see Attach (upload, scan) non-DICOM documents.
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Make quick changes to appointments

You can make several quick changes to the status, priority, flagging, and other aspects of appointments without having to
open and edit them.

Procedure
1. GotoSCHEDULE.

2. Right-click a schedule block and select from the options in the shortcut menu.

SEC1205 SEC1205 12:00
2000-04-30{23Y BOM) F 12:15
SEC1205 SEC1205 o8 |
£l
chadule Appointmer
B schedule Appointment SRR
4 ; 0 AM-0
Change Statws ~ » [
¥ Prority
™ FlagAs CHINE M
0 AM-0
O stat
Edit Study
T BLOCK
= Exam Prap Instructions it

Appointment Con firmation

Cancel
Reschadule

Reschedule All Studies in Order

Schedule Appointment Select to change multiple properties of the appointment in the Find Slots screen. See Use|
the Find Slots feature.

Change Status Hover over Change Status, and then select a new status. Modifies workflow elsewhere in
the program.

Priority Hover over Priority, and then select a new priority. Modifies workflow elsewhere in the
program.

Flag As Select to add flags in the submenu.

Stat Select to assign a new urgency level.

Edit Study Select to open the appointment in the Edit Study screen.

Exam Prep Instructions Select to view exam prep instructions. If no instructions were entered, an “x” appears on

the right side of the command in the shortcut menu.
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Appointment Confirmation Select to display the appointment confirmation screen. See Confirm an appointment.
Cancel Select to cancel the appointment. See Cancel an appointment.
Reschedule Select to move the schedule block to the reschedule bucket. See Reschedule an
appointment.
Attach Files Select to open the Patient Documents screen. See View or add patient documents.
Log Select to open the audit log screen. See View and export audit log entries.
See also:

About drawing attention to orders and studies
Create a study fla

Edit an appointment from a schedule block

You can edit the information in an appointment directly from its schedule block on the schedule book.
Procedure

1. GotoSCHEDULE.

2. On the schedule book, double-click a schedule block.

3. Inthe Edit Order or Edit Study screen, edit the appointment.

4. Select SAVE.
See also:

Edit order information
Edit study information

Reschedule an appointment

On the burger E menu, select SCHEDULE, find a schedule block on the schedule book, and then choose one of the
following methods to reschedule the appointment.

Same day: Drag the schedule block

To move the appointment to a later time within the same day and same modality room, you can drag its schedule
block to a new timesilot.

Different day: Use the reschedule bucket

To move the appointment to a different day, you can use the reschedule bucket to "hold" your appointment while you
switch the calendar.

1. Right-click a schedule block, and then in the shortcut menu, select Reschedule.
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2. Inthe Reschedule dialog, select the reason for rescheduling, and select SAVE.

The schedule block moves from the calendar to the reschedule bucket.

= Sohasube Baok
momon

o

Minimize/Maximize

Facility and other filters for Update the reschedule bucket to the
lng- raschedule [,Ln_,k.dl : same date as the schedule book

IMPORTANT:

 The facilities, filters, and dates of the schedule book are independent from those of the reschedule bucket.
Changing the date in the schedule book does not change the date in the reschedule bucket.

« If a study is in the reschedule bucket and you change the reschedule bucket date, the study will
“disappear” (be filtered out), but you can simply restore the original date to show the study again.

3. Find an available timeslot on the calendar.
4. Drag the schedule block from the reschedule bucket to the new timesilot.

5. Inthe confirmation dialog, select YES.

Copy authorization

When rescheduling an exam, if authorization is past due, a pop-up window appears prompting you whether to copy
authorization to the rescheduled exam.

A Copy Existing Authorization

A date past the expiration date (02/01/2023)

has been selected. Do you want to copy the
existing authorization to this appointment ?

YES L4 CANCIL

e To copy authorization, select YES.
Result: The authorization expiration date changes to the rescheduled appointment date.
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e To not copy authorization, select NO.
Result: The authorization status changes to Reauthorization Needed.

Shorten or lengthen the schedule block
To change only the duration of the appointment:
1. Selecta schedule block.

2. Hover over the bottom edge of the block, and then drag the orange bar up or down to shorten or lengthen the
appointment.

Schedule a follow-up

If users specify follow-up exams, you can view a list of the specified exams and schedule them.
Procedure

1. Goto SCHEDULE > PENDING FOLLOW-UPS.
Schedule

BACK

E

SCHEDULE

AVAILABLE ELOTE

PENDING REFERRALS

E]

PENDING FOLLOW-UPS

=l

WEHIGLE ASSIGNMENTS

=

WEHICLE TRACKING

=l

2. Onthe Pending Follow-Ups screen, enter filtering criteria and then select Enter.

= Pending Follow-Ups

From Dale To Date Facility Contact Prel.
[ 2023-05-04 | [£5 [ 20230519 Fif All -
All w
MNARME o8 AGE SEX CONTACT PFREF. VISIT DATE PROBLEM LIST ALLERGY LIST
v

3. Double-click an exam in the list, and complete scheduling tasks.
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See also:

Specify a follow-up exam

Cancel an appointment

You can cancel an appointment from the schedule book.

Prerequisite: The appointment to cancel must be in the Confirmed or subsequent status.

Procedure

1. GotoSCHEDULE.

2. Onthe schedule book, right-click the appointment that you want to cancel, and then select Cancel.

MRModRoom (GTF) )
SEC1205 SEC1205 12:00
200004 30{2 3 B00M) F 12:15
SECH205 SEC1205 mes| |

B schedule Appointment
B cChange Status
¥ Prority
™ Flag As
N O stat
Bi Edit Study
E=  Exam Prep Instructions
]

Appointment Confirmation

Reschedule

Reschedule All Studies in Order

X Attach Files

B Log

T BLOCK
0 AM-0G

¥ Cancel

T ——— |

3. Inthe Order dialog, in the Cancel/Delete Reason dropdown list, select a reason for the cancellation.
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Cancel/Delete Reason * Salact v|
Select

Adverse Reaction
Child Care

Error

liness

Physical Limitations
Reschedule
Scheduling Conflict
Transportation
athers

4. If you select “others” in the previous step, in the Reason box, type a reason.
5. Select SAVE.
See also:

Reason codes

Set no-shows

A no-show is a scheduled appointment that the patient did not attend. You can create a list of studies by type and date
range, and then change the status of all studies in the list to “No-show.”

Procedure
1. GotoSCHEDULE.

2. Under or on the right side of the button bar (on the navigation bar), select SET NO-SHOWS.
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3.

4,

5.

[E7 MY 13 2023 ~ | SET HD—S.H{!WS a8
. —

From Date/To Date *
] =

| No Show Stalus ©

El

Appointment Status

SCHEDULED (] CHECKED QUT [[] PRE-CHECKIN
— [] REZCHEDULED ] CANCELED [[] A3SIGNED
[] CONFIRMED [] ABORTED [] Mo sHOwS
| GHECKED IN 7] NO-SHOWS
Study Progress - Tech.
e [] START [] PAUSE
Rad Status
[[] INCO®MPLETE 7] DICTATED [] APPROVED
[] UMREAD [ DRA&FT
I [[] READ [] TRANSCRIBED
J A

In the filtering dialog, enter a date range, select one or more statuses, and then select NO-SHOWS.

In the No-Shows for screen, if necessary, refine the list by adjusting search criteria.

Mo Shows for GobikaTestFacility

Frovm Dipse T Dintn maoi; B zooaosae Ha Show Siatus * ECHRESCHE m SELECT ALL m
PATENT HAME = SEMDER STULY CESORPTION WODALITY | REFERRINGG FAME STUCY STATUS STULY DATE
w
T4, Tin F CT AED & PELYIS WCON TRAST CT Schedubid BOGE-05-10 VO P EDT
1904, Tex? F CT G 5P C-LIATRL CT Scheduled SOTI-05-T2 7 A% AN EDT
1904, Tewt F CT 420 B FELVIS WICONTRAST GT Egproved 2023-04-21 1200 FM EDT

To change the status of all studies in the list to “No-show,” select SAVE.
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Work with billing
Exa Billing ("Billing") is a feature that lets you manage all aspects of the billing workflow from claim submission and

receiving payments to preparing detailed financial reports. To initially set up Billing-related screens and functions, see
Configure billing.

This chapter contains the following sections.

Viewing claims

Entering and submitting claims
Manage payments

Other billing-related tasks

Viewing claims

This section contains the following topics.

About claim summaries and inquiries

Open a study or claim
Create a filter for the studies or claims list

Set the default filter for the studies or claims list

View, print, or fax a patient claim summary
View a pop-up claim summary
View and modify a claim inqui

About claim summaries and inquiries

The following describes the levels of detail at which you can edit and view claims.

Claimsscreen The top-level list of claims. See Open a study or claim.
Claim detail Double-clicka claiminthe Claims screen to view and edit its contents.
Claim summary A pop-up window on the Claims screen showing the claim's primary contents. See View

apop-up claim summary.

Patient claim summary A patient-by-patient claim workspace with a billing provider focus. See View. print. or
fax a patient claim summary.

Claiminquiry Adetailed patient-by-patient claim workspace with the ability to print statements and
invoices, view claim forms, and add transaction comments and alerts. See View and

modify a claim inquiry.

Open a study or claim

You can search for a study or claim and open it to view and edit details.

Procedure
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1. GotoBILLING > Claims or Studies.

2. Optional: Select a filter tab. The default filter is ALL CLAIMS.

CLAIME
ALLCLAME  FOLLOWH S AETH } (NIRRT £ ELECTRONIC CLAIM (ED4)
C STUDY DATE PATIENT MAME FAYER TYPE INBURAKCE PROMIDIERS CLAIM STATUS CLE&H!
202025 - 2020-05-15 i - all -
& B E 20030510 Test, John Primary Insurance AAFP SUPFLEMENT SECONDARY Fonding Susmizsion EDiEP
¢ H B 2023k Teat, Armher Pahers Preding valdstion
[ 20030510 Teat, Adians Paticnt ASPP SUPFLEMENT/SEC ONDARY Dver Paymens

3. Tofind a study or claim, in the search bar, do one or both of the following:

e Type or select one or more criteria and select Enter.
e Selecta column header to sort the list.

Note: For tips on searching, see Search syntax.

4. Double-click a study or claim in the list to open it for viewing.
See also:

Set the default filter for the studies or claims list
Create a filter for the studies or claims list

Create a filter for the studies or claims list
To more easily find studies or claims, you can create a filter for the studies or claims list.
Procedure

1. GotoBILLING > Claims or Studies.

2. On the toolbar, select the filter . button.

CLAIM FILTER 4

Default Tab ALL CLAIME w RELDAD
FILTER MAME FILTER ORDER
Bl cortains Health 3
& B 1= not Aetna 2
_A’ i 1% Agina 1
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3. Inthe Study Filter or Claim Filter dialog, select ADD.

CLAIM FILTER

Filter Name * Filtar Mame [ Inactive
Filter Order * Fitter Order [ Global Filter
[] Display as a Tab Display in Dropdown

4. Inthe area above the blue line, enter the following settings.

Filter Name Type your name for the filter.

Filter Order The order in which the filter appearsas a tab and list item.

Global Filter Select to make the filter available to all users.

Display asaTab Createsatab on the Studies or Claims page with your filter applied.
Display in Dropdown Adds your filter to the Default Tab dropdown list.

5. Under the blue line, enter filtering criteria.
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Date, Time
# Claim Date
{_i First Statemnent Date
® Preformatted Last 90 Days
) Last
2 Fi
O Mext - =
Claim Status Fecillty  pate
- Date Fram - - ] o5
S x s
Is AHS Defete Pending g AngéuthRule
3 AHS Deletad . Angie Facility
s AHS Over Paid O Iz GobikaTestFacility
AHS F'ar'tial.fg.-' Paid L Mot Karthick Facillty
Mat
Billing Method
Y Ordering Facility
Is Direct Billing
] Electronic Billing
Is Paper Claim
= Patient Payment - -~
Not Uls
Modality
) o s
W Z Mot
s | BD
~ | BR
CR
ol or =

B 1o

6. Select SAVE.

Note: You may have to refresh your browser for changes to take effect.

Set the default filter for the studies or claims list

You can specify which filter (tab) appears when you open the studies or claims screen.
Procedure

1. GotoBILLING > Claims or Studies.

2. On the toolbar, select the filter - button.

3. Inthe Claim Filter dialog, in the Default Tab dropdown list, select the default tab.
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CLAIM FILTER

Default Tab ALL CLAIME

FILTER MAME

FILTER ORDER

View, print, or fax a patient claim summary

The patient claim summary screen is a patient-by-patient workspace in which you can view, print, and fax a summary of

available patient claims by billing provider and date. This screen is similar to the claim inquiry screen, but that screen

provides viewing and editing of insurance, transaction, and other details.

Procedure

1. GotoBILLING > Claims.

2. Inthe list of claims, find a claim for a patient whose summary you want to view.

3. Right-click the claim, and then select Patient Claims.

[

(]

[ [ [

0O

¢ &

-

S E

S

B
[

oy

= 2023-05-1

Change Clairm Status

©R0EFEN change Billing Code

20230511  ©hange Billng Class

Changs Bilkng Payer T
2023-05-11 i

Edit Claim

=] 2023051

Drefete Claim

0ZFOFE i Ingury

5202 305-1 Fatient Claims

Fatlent Clalm Log

20230514
Split Claim
=l 2023-D5-T4
iaw Docurmants
2 2023051 e Reperts
= - 20F3-D5-14 Add Follow-up

(=8
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Patient Claims: Test, Amber

FREWIOUS
Biling Provedor . . 3
& Unapohed Payments 0 Al Aoty
all » S40.00 Activity by Dats
CLAIM NLBAE - STUDY DATE BILLING FEE OTAL ADJILISTMER  TOTAL BSURAMCE PAYMENT WTIENT PEYMENT
12 2023-0510 5000 20,00 000 5000
SbAM AR CLRREMT 30 DAYS £ [Y'S
Patsent Responaible =000 S0.00
Insurance Responaible .00 4000

(Enetr
Inchisde Billing Prowider Infia
T Incliade Third Farty Payers
| imcluede All Comments
BALAMGE CLAIM STATLES
£0.00 Perding Walidation|
S0 DS
000 50
000 50

4. To modify the contents of the summary, enter these settings.

PREVIOUS/NEXT Move to through patient claim summaries.
Billing Provider Select tofilter by billing provider.
All Activity Select to show all activity.
Activity by Date Select, then enter arange of datesin the date pickers that appear.
Include Billing Provider Info Select toinclude billing providersin the summary.
Include Third Party Payers Select toinclude insurance providers in the summary.
Include All Comments Select toinclude claim comments.
PRINT Select to open a screen for printing the summary.
FAX Select to display additional fields for faxing:

Recipient name: Type the name.

Fax#: Type the fax number of the recipient.

SEND FAX: Select to send.

View a pop-up claim summary
You can view a claim summary in a read-only pop-up window.

Procedure
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1. GotoBILLING > Claims.

2. Inthe list of claims, find a claim for a patient whose summary you want to view, and select its claim summary E
button.

ALL CLAIMS
|: STUDY DATE = PATIENT NAME PAYER TYPE
2023-02-10 - 2023-05-19 all

] < [E El 2023-0510 Test, John Primary Insurance
& {)23405-1 0 Test, Amber Patlent
0 # B B 20230510 Test, Aden Patient

Test, Amber Patient Balance : 0.00
0 P F. 23Y, 2000-01-01 Insurance Balance : 0.00

“ = Account Number : TesA1022

(] 2 E cpTcodes . 77073

CFT Description : BOME LEMGTH STUDIES
O 2 E claim pate © 2023-05-10

Created By : Mirmilla
O 28 _ ..

View and modify a claim inquiry
The claim inquiry screen is a patient-by-patient workspace in which you can print statements and invoices, view claim
forms, and add transaction comments and alerts.

Open the claim inquiry screen

1. GotoBILLING > Claims.

2. Inthe list of claims, find a claim for a patient whose history you want to view, and select its claim inquiry E
button.
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ALL CLAIMS
C STUDY DATE = PATIENT NAME
2023-02-19 - 2023-05-19
0 & B B 20230510 Test, John
2023-05-10 Test, Amber
0 £ E B 20230510 Test, Aden

3. To move through patients, select PREVIOUS or NEXT.

Claim Inquiry:Test, Amber (Acc#:TesA1022), (Claim#:3), 2000-01-01, F

| pusviois ey s - f wor |
Qrder Mo MC-100007124
Colairs Inguiry Claim Stabas Sty Drate | POZ3-05-10 e PATIENT CLABS SAVE PRINT
Gk INVOICE
Fending Validstion =
Eellimg Prowciar Teest Bolling Prowidar DO0E DESCRIFTICN
Rendering
Peovider
Faferming Frovidar
Sarvive Faclity Plage Of
SEvee
Eill Fas 50,00 Hllamd S0.00
Panisnt Paid £0.00
Othar Pakd £0.00
Adpasbrnends 20,00
Refunds: SO0
Edlance e Fellowllp | ywvvumaot | @
{15
Exllimay Mickers )
Insurance
Add a transaction comment (claim note) or alert
1. Inthe Transaction Detail area, select ADD.
PRINT 08 STATEL TRAHSACTION (1 CLALM DATE INCLLIE ALL COMME TYPE CHARDE PAYIMEN ADUUSTMEN DRAG P PAYMENT 10
20230510 20230510 BOKE LEMGTH STUDIEST 7073 000 =
g B u| 20230510 20230510 Clainm cpated on 0510

2. Inthe left pane, type a comment.
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Add Comment

Alert On Screens:
I Edlit Claim

] Claim Inguiry

| Payment Reconciliation

] Patient Claims

3. Optional: Select checkboxes for screens on which you want your comment to appear as an alert.

4. Select SAVE.

Other tasks within a claim inquiry

e Toadd a reminder to follow-up on the claim, in the Follow-Up Date box, select a date, and then select
SAVE.

e Toadd billing notes, under Billing Notes, select the notes = button, and then select SAVE.
e To print a statement, select PRINT STATEMENT.

e To print a statement for a selected recipient, select the PRINT STATEMENT button shortcut. menu, and
then select a recipient.

e Toprintaninvoice, select PRINT INVOICE.

e To move to the patient claims screen, select PATIENT CLAIMS.

e Toview insurance forms, in the Insurance area, select a form button.
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Entering and submitting claims

This section contains the following topics.

Enter a claim for a study

Enter a non-study-related claim

Select a delay reason for a late claim

Enter claims in batches

Create claims automatically with Auto Billing
Validate claims

Add a claim to the follow-up queue

Make guick changes to claims

Split a claim
Submit a claim

Enter a claim for a study

For studies that are completed but unbilled, you can enter a claim based on the information in that study. For other
charges, see Enter a non-study-related claim.

Prerequisite: Configure a billing provider.

Procedure

1. GotoBILLING > Studies.

2. Right-click a study whose billed status is Unbilled, and then select Create Claim.

ALL STUMES
— ACCOUNT MO. = PATIENT BILLED STE
Urkilhod
O 190T1001 1004, Test UniBilled
1907 10m Ungilled

Create Claim

19071007

3. Optional: In the Claim Creation dialog, on the CHARGES sub-tab, select NEW CHARGE, and enter a CPT
Description, CPT Code, and pointers and modifiers as needed.
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Cleim Creation : 1904, Test Accg: 190710071 2000-07-07 F [lAlerts  Patient Chart

CHARGES

DOCUMENTS AHE REPOATS

Date

Accessicn Mo, CPT Code CPT Description
o+ 20230510 4 TH? - CT p8D & PELVS WICONTRAST -

e 20EFH5-10 4 Salezt  + Ealar *

4. Inthe CLAIMS, INSURANCE, ADDITIONAL INFO, and BILLING SUMMARY tabs, enter all necessary
information. For a detailed description, see Settings in the claim entry screen.

Claim Creation ; 1904, Test Acc#: 19071001 2000-07-01F ClAlerts  Patient Chart

CHARGES

DOCUSENTS AND REPORTS

Claims

Zaudy Dats = 2RFOE-T0 Dignizes Codes ¥ _

Facility Mave * GobikaTastFaclity -

Billing Prossder * Bakeet w

Rendduring Preicer Sokect Aead. Provider

Befarming Probdar Select Refer, Provider -

rdering Facilsy Sulect Drcdaning Faslity -

Service Faclitv Sakct w

Locatin

P0G Type Balerd w
Primary insurance [JIET7CH Secondary Insurance [T

Exhating Insrance SELECT v B Aocept Ansigrmant Enisting Faurasea SELECT . ) Ancapt Assignment

Camie AETHA HEALTH PLAN * ] Medicare payer

Camiar

5. Select SAVE.

See also:

Keyboard shortcuts for the claim entry screen

Enter a non—study-related claim

You can enter a claim for charges unrelated to a particular study, such as for CDs or medical records. Even though this
procedure is primarily intended for unrelated charges, you can also use these steps to associate charges with a study.

Procedure

1. GotoBILLING > Studies, and then select NEW CLAIM.
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HEW CLAIM BATCH CLAIM

5 Tuoy DATE INSLRANCE PROVIIERS
w o JOEE-A-ES - N4

DO2F0E-10 1048 P BT ACTHA HEALTH ey

2. Inthe Claim Creation dialog, search for a patient by name or MRN.
3. Inthe PATIENT SEARCH RESULTS list, select a patient, and then select WITHOUT STUDY.

(Or select WITH STUDY to add charges to the study.)

Claim Creation

Starts With + all v [EShow Inactive

test First Name MRN

PATIENT SEARCH RESULTS RECENT CLAIMS

Test, Rich tesr1009, No Claims For Selected Pat
DOB: 2000-049-09

Test, Patient2 tesp1058,,

DOB: 2000-04-30
I
ComboApptTypel ( Accession# : 239, Study.Date: 2023-05-
12}
A
ComboAppType2 ( Accession# : 238 , Study.Date: 2023-05-
12)

Test, 1205 tes11055,

Mahe. S e T

4. Inthe Claim Creation dialog, on the CHARGES sub-tab, select NEW CHARGE.
5. Enter settings as needed and then select SAVE.
See also:

Settings in the claim entry screen
Keyboard shortcuts for the claim entry screen
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Select a delay reason for a late claim

If submitting a late claim, your company may require you to enter a reason for the delay. Exa PACS/RIS comes with
preconfigured delay reasons, and you can configure additional reasons if needed (see Add codes and other basic data).
Delay reasons only appear on electronic claims (EDI loop 2300, segment CLM, element 20).

Procedure

1. GotoBILLING > Claims and double-click a claim.

1. Onthe ADDITIONAL INFO tab, at the bottom of the Additional Information section, on the Delay Reasons
dropdown list, select a reason.

Edit : Test, Amber Acc#: TesA1022 2000-07-01F [Alerts  Patient Chart

ADDITIONAL INFO

Addreas Line 2 it Lina 3 Claim
Authaizstian Ma

Criy Sate/ 2P * Select W

ELLELATLY  WOMWE SELECTED =

Frequency Skt w

Dielay Reamena

- Prood of ehgibilsy unkrown or unoeailable
- Litigaticn

Benefn On Date 20230524

1
ELIGIMLITY 3 - Aulherization Desaya
A - Dalmy i Cortifying Prowide:
5 - Delay in Supplying Billng Forms
BI"'““ S.'Immw £ - Balay in Supplying Custom-made Appfianoes
- | T - Third Pamy Procesaing Dalay
B - Dl i Eliggibsbity Dt renaticn
Bl Fes a.a0 Alwed 4 - Origmal Claim Rejected or Denied Due 10 8 Brsson Uneelyied 1o
.y 10 - Administrabion Defay in the Fror Approval Process
Patient Faid o Others Faid 11 - Ohier
b 16 - Matural Digeaner
Adpstmen 200 Mool Ll
2. Click SAVE.

Enter claims in batches

To make it easier to process large numbers of claims for different patients, you can enter, edit, and validate then in
batches.

Procedure

1. GotoBILLING > Studies.

2. Select multiple studies in UnBilled status, and then select BATCH CLAIM.
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STUDIES

ALL STUDIES

ACCTURT MO < PATIENT NRLLED STATIES STUGY DATE INSLRANCE PROVICERS

w | 30230425 20R05-24

PIEIE-1T A0S0 AMPTT AETHA HEALTHPLARN

LinBillsd DOZFE-12 1530 FM EDT AARF MEDICARE COMFLETE

180T

whahinss ah, ath UrBilsd 2020121193 FMEDT AARF MEDSCARE COMPLETE

mhahinea ah ath NS TI DO Tqye.19 11200 PR ENT AABE I SEE COE ETE

3. GotoBILLING > Claims.

4. Onthe search bar, in the CLAIM STATUS dropdown list, select Pending Validation.

Result: Claims for all studies that you selected earlier are listed on the screen (along with any other claims in
Pending Validation status).

Claima

FAYER 1YPE IMEUEARCE FROVIDERES = CLAIM STATLS CLEARMLG

Al W Peiling Walidatian Al
Frimary InGuance AARF MEDICARE COMPLETE Penaging Yalidatien EMEF
Frimary Irswanco AARF BMEDICARE COMPLETE Pending Walidation EMEF

5. Open the first claim in the list, edit as needed, and then select VALIDATE.

Edit : Test, Richard Acc#: TesR1070 2000-07-07M [lerts  Patient Chart

CHARGES ALK IRSLIRAR
DOCUMENTS AND REPORTS
Drate Aocession Ho. LT Code CPT Desorption P1 P2 P3 P4 M1 k
4 A S 274 TSR0 o DOOF YELOCIMETRY FTL URBILICAL ART L i x 4 &
— e INFFEIS 279 TEEI v OOF YELCCIMETAY FTL MIDOLE CERE ART + 1 b 3 &
HEW EHARGE
~
Claims
==

6. Select NEXT, and then repeat the previous step until all claims in the batch are processed.
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Create claims automatically with Auto Billing

With the Auto Billing function you can create auto billing profiles, which are sets of criteria evaluated against study

information. When a study matches all criteria in an auto billing profile, Exa PACS/RIS automatically creates a claim for
the study. To create an auto billing profile:

@ Prerequisites:

e Configure items to use as auto billing criteria, such as facilities, modalities, and service codes.
e  Obtain the Autobilling right from your administrator.

Procedure

1. GotoBILLING > Setup > Auto Billing, and then select ADD.

TLDY STATUS BISULTS IN CLASM STRTLS

I Tasn con Frenibng Pagmenst

2. Type a name for the profile in the Description box, and in the Results in Claim Status dropdown list, select the
status to assign to claims created based on this profile.
Description * Results in » Pending Validatian  ~ L Iactive
Clairn Statlus
e *
3.

Under Study Status, Facilities, Ordering Facilities, and other categories, add one or more criteria as follows.

e Selectthe Is or Is Not option (for example, Is).
e Select a study status in the dropdown list (for example, Tech Start (TS))

500-000883A 552



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Study Status *

Ols Tech Start (TS) Y Tech Start (T5) : n
[y s Not

Facilities

O I= AngAuthRule {ang) v = “

Ordering Facilities

Ols Karthick Ordering Facility - = “
= 1% Mot

Rl dalitine

4. Selectthe plus button.
5. Select SAVE.

Result: In this example, when a study changes to the Tech Start status, Auto Billing creates a claim for that
study.

See also:

Add a facility
Add modalities

Configure procedure codes
User rights

Validate claims
You can validate claims to ensure that information is present in all required fields.
Procedure

1. GotoBILLING > Claims.

2. Inthe CLAIM STATUS column, select Pending Validation.
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CLAIMSE

ALL CLAIME ELECTRONKE CLARA (EQT)

CLEARING|

B N EE pesesio Tast, Amnbel Pathent
B B EE aeis Fip11008, Fleatn005 Framary i rance ALRP MEDICRRE COMPLETE  Penting Valdasion

2012 Lastautatestutmband ALnotestol Patient Pending Yaldavan

oo Ra A L Toct Eraredy Evimore wros sare AETHM LESSTH &) gA) Besiding Gt

3. Select claims to validate, and then select VALIDATE.

Result: Claims are validated, and their status updates accordingly. If any options are invalid, the program
displays them in a pop-up window.

See also:

Configure claim validation

Add a claim to the follow-up queue

If you know that a claim will need further attention in the future, you can add it to the follow-up queue. To view the follow-
up queue, in the upper left of the CLAIMS page, select the FOLLOW-UP QUEUE tab.

Procedure
1. GotoBILLING > Claims.

2. Inthe list of claims, right-click a claim and then select Add Follow-up.
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[W] R e T T 1EST, AMDET Fatiemnt
< B [E 20230510 Test, Aden
: ' Change Claim Status
L £ B E 20230510 Test, Aylisa Change Billing Code
£l & B B 20230510 Test, Alexander Change Billing Class
. Change Billing Payer Type
0 #E E 20230510 First1005, First1005
Edit Claim
O & B El 20220512 Lastautotastulyutyun . o
Adjust to Paid in Full
O ¢ B B 20230572 Test, Brenda Deletes Chairn
O ¢ & B 20230514 Test, Mary Claim Inquiry
A Patient Claims
¢ B B 20230574 Test, Ben
Patient Claim Log
& B E 20230514 Test, Avery oy
Split Claim
& B B 20230515 Test, Richard View Documents
O & E B 2020517 Test, Amy Wigw Reports
s Add Follow-up
L0 B B 20230517 Test, Alton

3. Inthe Add Follow-up dialog, enter a follow-up date.

Add Follow-up

Follow-Up Date
20230531 i

Follow-Up User Atest v

4. Optional. If the Follow-Up User list appears, select the person to whom to assign the follow-up.

5. Select SAVE.

Make quick changes to claims
You can make quick changes to claims without having to open them for editing.
Procedure

1. GotoBILLING > Claims.
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2. Inthe list of claims, right-click one (only) claim and then select one of the following.

[ £ = = SUEIUTT W TESL, AT
& B B 20230570
Change Claim Status
O ¢ B E 20230510 -
Change Billing Code
O £ E B 20230510 Change Billing Class
[0 2 2 B 20230510 Change Billing Payer Type
Edit Claim
O ¢ E E zo230912 :
Al PRSP  | il

Change Claim Status - In the submenu, select a new claim status.
Change Billing Code - In the submenu, select a new billing code.
Change Billing Class - In the submenu, select a new billing class.

Change Billing Payer Type - In the submenu, select a new payer type.

Splita claim

If a claim has more than one charge, you can split the claim by moving some of the charges to a new claim for the same
patient. For example, this can be useful if you need to bill technical and professional charges separately.

Procedure
1. GotoBILLING > Claims.

2. Right-click a claim with multiple charges, and then select Split Claim.

& 5 E 0E051
C.'}ﬁl'lge Clairm Status

I Y — = .

O &= = 202308 gpange Billing Code

[0 ¢ & & 2023051  Change Bilkng Class

B Change Bilkng Payer Type

O ¢ & & ozz0sn ? yEmeelped o
Edit Claim

L & B B zozzosn :
Delete Claim

O B 202F05N claim Inguiry o)

[0 ¢ & E 2073051  Fatient Clalms

e Fatient Claim Lo

O 3 3 zozzosu e d

= \  split Claim i
[ < E E 2073051, Ee—

Viaw Docurmants

O & 2 = 2023-05-1: Wiew Reparts

I © 20730510 Add Follow-up i

S
I

3. Inthe Create/Split dialog, find a charge that you want to move to the new claim, and select its plus ( +) sign.
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Create/Split

Charge List IS selected Charge List | s |
Account Mo, FirF 1027 Cladm Mumber : 1 Account Mo, FirF1027 Claim Humber ; 1
Patiert | First1005, CFT Description RADEX 51 JTS e Patient . First1005, CFT Deacription RADEX 51.ITS -
Firs11005 JMORE VIEWS Firs21005 I/MORE VIEWS
Rafarring Provider CPT Codas : 72202 Rafarring Provider CPT Codas ; 72202
Account Mo FifF1027 Cladm Number : 1
Patient - First1005, CFT Degcripteon RADEX 51 JTS +
Firs1005 A/MORE VIEWS
Fafarring Prowider CPT Cades ; TZI02
Account Mo, FirF 1027 Claim Mumber : 1 I
Fatiert - Firet1005, CET Description RADEX §1 JTS
First11005 J/MORE VIEWS
Rafarring Provider CPT Codaes - 72202

4. Select SAVE.

The new claim is added to the CLAIMS page.

Submit a claim

To submit a claim here is to upload the claim or corresponding invoice electronically to a clearinghouse or print it out for
mailing to the payer. You can submit one or more claims of the same billing method.

Procedure
1. GotoBILLING > Claims.

2. Onthe search bar, in the BILLING METHOD column dropdown list, select a billing method (for example “Paper
Claim”).

CLAIMS

ALL CLAIRS

ETUDY DATE = FATIENT MAME PEYER TYFPE CLAIE ETATUS

Cladrma T 1] w5 = r
i F 3
HELERA KCE PROYIDERE

2023-02-28 - 20230329

AETHA HEALTH PLAK

WFOE1E Ticdl, Afrdiad Primay |ieeaans P Cliari Pl Payfnan)

ol 1] H2INE2F Edlbast, Karthick Frimary Ingunance Prapes Claim BETHA HEALTH PLAN Paid i Full

3. Inthe list of claims, select one or more claims, select VALIDATE, and then resolve any issues.

4. Inthe upper-right corner of the screen, select the billing method selection ﬂ button, select the same hilling
method that you selected previously (e.g. Paper Claim).

5. Select the button (e.g. select PAPER CLAIM (B&W)), and then do one of the following.

e Electronic claims - In the EDI Claims dialog, select DOWNLOAD, and then upload the edi.txt file to the
clearinghouse.
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e Other claims and invoices - Download or print the claim or invoice.

See also:

Configure columns on the Studies and Claims screens
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Manage payments

This section contains the following topics.

Find and view payments

Add a payment

Step through claims to apply payments

Apply payments against a customized list of claims
Adjust claims to paid in full

Look up and edit applied payments

Export the payments list

Exchange files with healthcare agencies

Apply TOS payments

Show or hide charges on printed receipts
Write off a small balance

Find and view payments

You can find and view existing payment information for reference or editing.
Procedure

1. GotoBILLING > Payments.

FAYMENTS e d FPaymenis | aper = p = = [
— PPy T3 PRTVENT LG I Tl oo | e | oot | ceeEre |
Apphed Todal
BT BT e
B1518.00 E1ga0
FEYAICE RITENEC] PAYREKTCATI ACCCUNTIMGE PAYINTYPL FSYERMARE FATIERT AN FAYMENT AF PAYMRIKT A OALAKCE ADIETRER. HOTLE FOSTED BY © PEYMENT- M~ CHLDR/CAR] FACLITY

1 S0E-02-13 21230523 s AETHAWIALTH PLs S33.00 S DO S0 5000 Fa, Srimiks Caz= lly Compa,
F HEI05-13 BI230533 murarcw ACTHAWLALTH PLY Saaoo 20D SO 53200 Fa, Srinka (=L ly Caompam]
* a1 OE-02-10 212340510 Fatwrt: Toet, Tam TaxTH02T S51.00 s 2000 50000 RAop, Hereills Caas Nl Text

2. Tofilter the list of payments, in the search bar, do one or more of the following.

e Type or select one or more criteria and then select Enter.

e Selecta column header to sort the list of claims.

¢ Inthe upper-left part of the screen, select the Payment Status button and then select one or more payment
status filters.

Note: For tips on searching, see Search syntax.

3. Double-click a payment in the list to open it for viewing or editing.
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Add a payment

You can add a payment based on an EOB or an invoice. “Adding” a payment enters the bulk payment in the system, but
does not apply the payment to claims and charges. To apply added payments, see the “Apply payments” topics later in

this section.

Procedure

1. GotoBILLING > Payments, and then select ADD.

PAYMENTS

Py St APPLY TS PAYMENT

FEYATCA MITENE] PAYMEORT CAT BCCO

Fay AtEHE-11 DI2IANET sy ALTHAMLALTH PLS
FH AEHE-13 DI2MASET e ACTHAWLALTH PLY
*aa ARGIE-T0 HIIAE1E Pt T, Tam TaxT U227

INTESZE PRFEN TYTE T ER MAME PATIERT Y FAYMENT & PENWEINT B BALAKCE

FPaymenis
8 e e | T )
DT 4 T o oY BYWENT M - CHIDECAN] FACLITY
B0 Fa Srvks Cast Iy Campan,
5300 Fa GDrks Casb Wty Comparn]
S0 Rop Hamilla Caas Hrmnilis Taad

2. Inthe PAYMENTS screen, enter the payment details.

PAYMENTS

Payments

Payment ID

CHECB O Invoice MNe.

Accounting Date * F023-05-24

Amount * 0.00
Applied

Balance

Reference

Payment ID

Payment

Reason

Paid Location *

Paymeni

Made

Check/Card

Murnber

Card Name

Motes

Select -

My Company w

Select w

3. Optional. New buttons appear in the middle of the screen that you can use as follows.

e Toaddanew payment, select ADD.
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e Toprintarecord of the payment, select PRINT.
e Todelete the current payment, select DELETE.

4. Select SAVE.
See also:

Apply payments against a list of unpaid claims
Apply payments against a customized list of claims

Apply payments against a list of unpaid claims

You can apply payments to an automatically generated list of unpaid claims for the payer.

Procedure
1. GotoBILLING > Payments, and then double-click a payment.
2. Inthe bottom pane, select the PENDING PAYMENTS sub-tab.

PAYMENTS

Paymenis

Applad
e Mitiss

Balance

CLAIM MUMBER ORDERING FATIL MVYHEE KO FATIENTY

1

CLARA DATE

BILL FEE

BALAMCE CPTCOOES ACCOLRT RO

3. Optional. Sort or filter the list with search criteria.

4. Inthe list of payments, double-click the payment to apply.

5. Inthe dialog, edit payment information as needed and then select PAY IN FULL.

Result: Exa Billing applies payment to the line items in the list in order, until the payment balance is 0.

6. Select SAVE.

Step through claims to apply payments
You can step through claims and apply payments to them.
Procedure

1. GotoBILLING > Claims, and open a claim.

2. Onthe PAYMENTS sub-tab, select NEW PAYMENT.
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Edit : Test, Aden Acc#: TesA1024 2000-07-071M [ldlerts

Patient Chart

PAYMENTS

T [RET A g

| WEW PAYMENT I

Balance 50.00 Biling Codes Sakct v

Clairn Status Chear Paymani " Biling Class Salect -

Biling Maten Reiponaible = ALRED SUPPLEMENT/SECD W
Acpounting Chack/Cand Paryreant
Dot Payer Mams Pymt. Mode o, This Fay. This Adj. ln]

| = AARP SUPP{EMENT SECOMISRY, Check = 4546 50.00 il ] a

3. Enter payment information, select APPLY.
4. Inthe detail screen, enter payment details.

Optional: To attach documents, select DOCUMENTS.

Claim: # 2, Test, Aden 2023-05-10

Tatal Bill Fee : £0.00 Applied Payrment : 0.00

CPT Code CPT Description Bill Fee Payment This Payment

EEL R BOME LEMGTH STUDIES 0.00

Adjustment Select

Code

Allowead

.00

Applied Adjustment : 0.00 T DR
Th
Adjustrnent 3 & Balance CAS
Adjustment
0.00 0.00  -50.00 m

5. Select SAVE, then close the details screen.

6. Select PREV/NEXT to step through claims and add payments.
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Apply payments against a customized list of claims
You can apply payments to a list of claims that you can customize first by patient, and then by other criteria.
Procedure

1. GotoBILLING > Payments

2. Inthe list of payments, double-click a payment.

3. Inthe bottom pane, select the PENDING PAYMENTS (BY PATIENT / CLAIM / INVOICE) tab.

PAYMENTS eneus Stidies Clsims Payments EOB'

Ealancs S1,0000K)

I I T T

PEMDMG PAYIMERTEEY PATIEMT/CLAIMAMAOICE MO ) i PAYREEN

Pending peymenis for the patient: Test, 1605 (Tes11078)

CLAIM KUMEER IRNVTIDE RO PATIERT CLAIRA DATE BHL FEE BALANDE CPT CORIES ACDOLNT KT

4. Use the search tools to find a patient, and then double-click a patient in the list.
5. Inthe dialog, edit payment information as needed and then select PAY IN FULL.
Result: Exa Billing applies payment to the line items in the list, in order, until the payment balance is 0.

6. Select SAVE.

Adjust claims to paid in full

You can automatically apply an adjustment to claims to be paid in full.
Procedure
1. GotoBILLING > Claims.

2. Onthe shortcut menu of the claim to pay, select Adjust to Paid in Full.
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Ll & E 20230513

& E B PRS-

& B B 20230510

| ¢ 2 [ 23050

e 20230510

a
|

E E 20230410

& B i PRI )

sl Amber

Change Claim Status
Change Billing Code
Change Billing Class
Change Billing Fayer Typs

Edit Claim
i

Sudipeat 1o Paid in Full I

& E 20230514
1 P023-05-148

& B 2023-05-14

0O #£E 20230515

20230817

Delzte Claim
Claim rnquity
Fatient Claims:
Pasant Claim Log
Split Claim

Wi DesZasments:
View Heports

add Falkre-up

3. Inthe Adjust to Paid in Full dialog, in the Adjustment Codes dropdown list, select an adjustment code.

Adjust to Paid in Full

Test, Aden, 2000-01-01, 23
Drate of Service 2023-05-10

Clairn Balanee (550.00)

Adjustrnent
Codes

SBCA - Small Balance Credit A

W

4. Se

lect SAVE.

Look up and edit applied payments

Especially when a payment was applied in error, you can look up applied payments and edit them if necessary.

Procedure

1. GotoBILLING > Payments

2. Inthe list of payments, double-click a payment in the list.

3. Onthe APPLIED PAYMENTS sub-tab, double-click a payment.
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PAYMENTS | | " Faym enis
1] Hamber
AP * E60.00 Y e
Ao £850.00 -
Balafeu s

APPLIED PAYMENTE

Eilrast, Kaitick plirk 2t e ]

4. Edit the payment information.

CLAR UMD INVDEEMD. PATIENT = CLAIM [4TE BEL FEE FRETIENT Fal FAYES PAID  SDUAISTWER THES DU THS PAYME BRLAKCE  CPTORDES

Claim: # 19, Bilitest, Karthick
Tatal Bill Fee: S658.00 Applied Payment | 5360.00 Applied Adjustiment : S8.00 O oR
cRT e Bl _ = ¥ [ This .
Cada C Deacription Foa Payrivent  This Payment Al e jussnent Mjh=1ﬂ1il'l1 Batancs CAS
T7078 CT BOME MINERAL DEMSITY STUDY 1+ SITS AXIAL SKEL 865.00 000 840000 el ]v] 3.00 B.00 E':ll:lm

Patient Paid: 50400
Code

Dinlamen: 50.00

Total B4l Fag; 50800 Claim * | PerdingF % Deduction 0,00
Haluz
Others Paid: 350040 Corinasance an
8 Respanshle * Eiftesd, KarthickiPatig.. =
Audpustment: 2.00 Co-Pay 0.0
Adjustrment Srmall Balance Cradi -

5. Select SAVE.

Export the payments list

You can export the contents of the currently displayed payments list to a CSV or PDF file.

Procedure

1. GotoBILLING > Payments
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2. Filter the list of payments as needed.

3. Do one of the following.

Payments
iyment Total Total Payment  Adjustment Total m REFRESH
Applied
$3,058,00 $10.00
$1,518.00
PAYBMEMT AMI PAYMENT APF BALANCE ADJUSTMENT MNOTES POSTED BY FAYMENT M CHECE/CARD . FACILITY
Al w All o
51,000.00 50.00 51.000.00 50.00 Viztek, Pacs Cash Nirrmilla Test Fa
SA60 O SR 00 &0 00 28 O Fa Grinika fesh biw Coymnany

e Todownload a CSV file, select EXPORT.
Result: Exa Billing downloads the list to your Windows Downloads folder.
o Todownload a PDF file, select GENERATE PDF, and then download the PDF from the preview window.

Exchange files with healthcare agencies

You can exchange files such as payment records with healthcare agencies if supported by their clearinghouse (or if the
healthcare agency acts as its own clearinghouse).

Procedure

1. GotoBILLING > EOB.

CLAIMS

ALL LA

BTLGY [HOE = FETEMT MAME FEYERTYPE B METH O IMELRANCE FROVIDERE CLAIA BTATUR

HFLO204 - 0524

20230224 - 102D &l Lk -

el O = el T, J5be Pivfaly itrcianse Ekstbeine Blng AENF SUPFLEMAENT PSECONDANY i Papiant

il (S G Tt Srvines Patient Fofier Pasreds Parding Walidtion

2. Inthe EOB screen, do one or more of the following.

el tudl thal ; ts EOB Report - up -
m UPLOAD & PROCESS EOB FILE | PREVIEW EOB FILE
HT IO FILEMARSE SIZE FRLE LUIPDATED DATETIME = STATUS
20230425 2020524 A =

e To preview the file before importing it, select PREVIEW EOB FILE, browse for and select the file, and then
select Open.

e Toreceive afile, select Download.

e Tosend afile, select UPLOAD & PROCESS EOB FILE, browse for and select the file, and then select Open.
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Apply TOS payments

You can automatically apply TOS (type of service) payments to claims having the same date. If the claim has more than

one charge, the payment is evenly distributed among the charges.
Procedure
1. GotoBILLING > Payments

2. Onthe Payment Status button menu select Unapplied.

PAYMENTS

Payment Satus APPLY TOS PAYMENT

Payment Total Total Payment

Agjustment

Apphed Total
50.00 £0.00
F D fophad CAURTING - PAYER TYFI PAYER NAME PATIENT MEN PAYMENT & PAYMENT & BALAMCE  ADJUSTME MNOTES POSTED)
g Unseplisd Al
C Fartial Anplisd B-00=24 FPatieert Test, 1605 Tes11078 §1,000.00 aooo 100000 5000 Viztek, P
B-05-18  Patient Test, Torn TesTINOT 550.00 S0.00 F5000 000 Focrg. Mirr|
0O Cvar Apolied
H.05-15 Patierit Tast, Aubray TazA1d02 550.00 B0.00 FE000 2000 Ficiy, Mir|
3. Onthe search bar, select:
e PAYER TYPE = Patient
e Anaccounting date range
ACCOUNTIMG Di  PAYER TYPE
7023-0l4-25- % Patient
« Today
. ‘Yasterday
Last 3 Days
" Last? Days
Last 30 Days
: This konth
Last Month
This Year
" Customn Range
cizan [ o]
2023-05-16 Patient
5-16 2023-05-16 Patient Tasl
516 2023-05-16 Patient Tes
567
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4. Select APPLY TOS PAYMENT.

See also:
Print TOS payment receipts

Show or hide charges on printed receipts

You can print receipts for TOS payments, and show or hide charges.

Procedure

1. GotoBurger >Payments.

Papnact Sisiun

Pagyrrwent Totad

pusos
Pardrd AFFERS PaYRENT CATE A0CIAmMES | PAVERTYPE  ParER HANF P i N b CAYRENT AF Rl e’
LT | 3
2 ARG LA Rl e Pt Teai, hsen Teah 72 a1 48100 4502 00y
1 a8 Lot Dl 0 Pt Kacthich, Lea- 42171 Kol ¥41 48] s1co g

A

(] [ [ I

ThiER  ROTES FOETER A FEVRAERT b - (-ECHADAR FRGHLITY
o w Al W
Acy Pirrills  Cazh Hirrefs T

#drzin Paca  Cuah L

2. Double-click the payment for which you want to print a receipt.

3. Inthe details at the bottom, select the CPT or service codes to print.

a] o | pwrsoor JRSN 1 | mesain |

4. Select PRINT RECEIPT.

Write off a small balance

If the patient's total account balance falls below a specified amount, you can automatically write the balance off (adjust

it to zero).

Procedure

1. GotoBILLING > Payments

2. Onthe Payments screen, select SMALL BALANCE ADJUSTMENT.
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PAYMENTS

Payment Statuz APPLY TOS PAYMENT
ALL SELECTED (4) ~ I SMALL BALANCE ADJUSTMENT I

. PAYME REFERI PAYMENTDE ACCOUNTIMG PANERTYF PAVER MAME PATIENT MEN

Payment
Tatlal

$3.058.00

PAYMENT . PAYMENT . BALAMCE ADJUSTRAE WOT

20230425 Al v
538 20230524 20230524 Patient Test, 1605 Tes11072 5100000 50,00 £1,000.00 50,00
&35 2023-05-25 2073-05-23 Insurence AFTMA HEALTHE 5860.00 50000 56.00

Payments
Tatal Adjustment i
Payment Tetal GEME]
Applied
§10.00
$1,518.00

3. Inthe Small Balance Adjustment dialog, type the total patient account balance at or below which you want to

write off that balance, and then select NEXT.

Small Balance Adjustment

o | “cowicre |

Madmum Accound Balance 1000
FPATIENT NAME ACCOUNT MO ooe
+ Test &pliza Tes 1038 200007

PATIENT BALAMNCE

10,00

4. Confirm the contents of the results list, and then select COMPLETE.
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Other billing-related tasks

This section contains the following topics.

View and edit the patient chart in Billing
Display alerts in claim and payment screens
View patient alerts in Billing

View and enter notes and reasons for study
View and download a patient document
Upload a new patient document

Create a billing report

View approved reports associated with claims
View documents and repotts in billing
Create and deliver a patient statement
View the patient claim log

Send claims to collections

Open an insurance provider's website from a claim

View and edit the patient chart in Billing

You can open and edit the Exa PACS/RIS patient chart from within Billing.
Procedure
1. GotoBILLING > Claims, and double-click a claim.

2. Atthe top of the screen, select the Patient Chart link.

Edit : Test, John Acc#: TesJ1037 2000-01-07M [lAlerts|| Patient Chart |

CHARGES

Dzt Acoeialon Ha, CPT Codin CPT Dascription

A 3 Seon rann o T re s oneceTnal p

Result: The Patient Information tab of the patient chart opens.

3. Optional. Edit patient information and select SAVE PATIENT.

Display alerts in claim and payment screens

You can add comments to billing transactions and select them to appear as alerts in the Edit Claim, Claim Inquiry,

Payment Reconciliation, and Patient Claims screens. Follow the steps in View and modify a claim inquiry.
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View patient alerts in Billing

You can view patient alerts from Billing's Studies screen. To view patient alerts from the Edit Study screen, see Vie
patient alerts.

Procedure

1. GotoBILLING > Studies, and then open a study.

2. Atthe top of the Claim Creation or Edit screen, select Alerts.

Claim Creation : ab, abb Acc#: abab1059 7999-09-09M_ [lAlerts 1 F atient Chart

CHARGES

EFT Description

COMPUTER-AIDED DETECTION DO h2Aks

View and enter notes and reasons for study
In Billing you can view previously entered patient, study, schedule, and reason for study notes, and enter new ones.

Procedure
1. GotoBILLING > Studies and then double-click a study in the list.
2. Inthe Edit screen, select Notes.

Claim Creation : ab, abb Acc#: abab1059 7999-09-09 M [lAlerts 1 Patient Chart

CHARGES C | INSURANLCE

Date Accession Ho.  GPT Code CPT Description P Pz P3 P4 Ll

+ X 20230512

(2]
a
=1

7051 - COMPUTER-AIDED DETECTION DX MAM_ -

3. Inthe Notes dialog, select a tab (such as STUDY NOTES), and then do one of the following.

e Select ADD, type the note, and then select SAVE.
e To find an existing note, enter criteria in the search bar.
e Toedit an existing note, double-click it in the list.

See also:

Enter notes and reasons for study
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View and download a patient document
You can download any patient documents that are available in Exa PACS/RIS from within Billing.
Procedure

1. GotoBILLING > Claims.

2. Inthe list of claims, right-click a claim and then select View Documents.

B 3 3 m305u

I:!kange Clairm Status
Py = A

O £E S 2023050 cpange gilling Code

O & & 2023051  ChangeBillng Class

u - Change Billng Fayer Typa

O ¢ & & 2023050 il il
Edit Claim

O @8 8 20205 |
Cielete Claim

1  JHE !

O £B8B 20305%  cigim inquiry N

O 25 B 2023051 Fatient Clairms

& Fatient Claim Lo

0O #E 3 z0m05u g

= Split Claim

0O 2 E = sorzosu
Viaw Docurmants

O £ 3 E 2002051 iy peports

O 4 E @ a0zz0s1)  AddFolloweup i

3. Optional. In the Patient Documents dialog, narrow the list of documents by entering properties in the search
bar.

4. Double-click a document in the list.

Patient Dacuments -

Patient Documents TR E =

[ Show Al Documents

DORCILMENT TYPE DOCUMENT MOTES CREATED @Y CREATED DATE 5 BAPOHT/UFPLOAL DATE DOCLIMENT LEVEL

Ll o all r

Othir Tasl Wiziek, Pacs 20230524 523 AM EDT TOE05-24 2I9 AMEDT Ehudy

5. Inthe second Patient Documents dialog, in the right pane, select the link of the document to download.
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1.3.6.1.41.171157. 230536090480, 202305240092054 2887 76,1 10607400,1_0 4xt

Result: Exa Billing downloads the documents to the Windows Downloads folder.

Upload a new patient document

You can upload and attach a new document to the patient chart from within Billing. You can upload files of the following
formats: TXT, PDF, and JPG.

Procedure

1. GotoBILLING > Claims

2. Inthe list of claims, right-click a claim and then select View Documents.

8 &5 3 mesosn
I:mange Clairm Status

O £ S 2023050 change ailling Code
[0 @& & 2023051  Change Bilkng Class
B - Change Billng Eayer Type
O ¢ & & 2023050 e R T T
Edit Claim
O & & 8 202305 :
Defete Claim
U a 2023051 Claim Ingury o
[0 ¢ & & 2073051  Fatient Clalms
& — Fatient Claim Lo
O £33 202305u 4
Split Claim
0O £ E & zorz050
iaw Docurmants
O 23 E 2023051 i peports
O 2 E & 203051 AddFollowup i

3. Inthe Patient Documents dialog, select UPLOAD.
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Patient Documents

Patient Documents
[:] Show Al Documenls

DOCUMENT TYPE DOCUMENT NOTES CREATED EY CREATED DATE S IMPORT/UFLOAD DATE DOCIUMENRT LEVEL

all w F A -

4. Inthe second Patient Document dialog, enter the required metadata and then select SELECT FILES.

Patient Documents

Patient Documents

Document Type * Other w

Created Date/Time * | 2023-0524 &
958 AMEDT ]

Requested By Provider

Motes Test

Maximum file size: 20 MB

SELECT FILES

5. Browse for and select the file to upload, and then select Open.
Note: Exa Billing renames the file with a UID, and displays its icon in the right pane.

6. Select SAVE.

Create a billing report

You can create various types of billing report based on configurable criteria, and then export them in formats including
PDF, XLS, CSV, and XML.

Procedure

1. GotoBILLING > Report, and then select a report type in the list.
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REPORT : : ; Regor.
Claim Dabe * Faciity Biling Frovider
ATy REPDATS P05 - 20230524 LB MY ORDERING FACILTY =
AGED AR Gepup By
FURRAH Insuranoe Glaz
ol EYEW @ [EPOF O MEXCEL RBosv RO
CHARGES

2. Enter criteria in the options provided (such as date, facility, and billing provider), and then do one of the
following.

e Toview the report in the current window, select VIEW.

e Toview the report in a new browser tab, select .
e Toexport the report to a file, select PDF, EXCEL, CSV, or XML.

View approved reports associated with claims
You can view all available reports associated with a claim.
Procedure

1. GotoBILLING > Claims.

2. Inthe list of claims, right-click a claim and select View Reports.

B #3553 os05u
Cﬂﬂl'lge Clairm Status
P - = -
O £ = 2023050 coange gilling Code
[0 & & 2023051  Change Billng Class
B ; Change Billing Payer Type
O ¢ & & 2023051 ? g ayer Typ
Edit Claim
O ¢ B & 2023051 :
Defete Claim
B s " y
U 2 WIFOE i Inguiny 1)
O ¢ & & 2023051  Patient Claims
& - Fatient Claim Lo
O &2 z2ozz05u 9
Split Claim
0O £ B8 S somzosn
Viaw Docurmants
O £#3 2 2002051 0 gy peports
O #E = 2023051 Add Followup i

3. Inthe Approved Reports dialog, double-click a report to open it.

See also:

View documents and reports in the multi-panel
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View documents and reports in billing

When opening claims or studies in Billing you can open documents and reports. Depending on
configuration, a standard patient documents screen appears, or the multi-panel appears, which is an
operating panel for working with dictation, transcription, documents, notes, and other information.

Procedure

1. GotoBILLING > Claims, open a claim or study, and select DOCUMENTS AND REPORTS.

Dale Accsmzkn Ha.  CPT Code EPT Duzcrigtien (] P2 ] P4 1 Mz L] KA

+ . 2RZ0EAE a0 oAz = COF VELQCINETRY FTL UNBILICAL 45T« 1 2 % 4

2. If the multi-panel appears, in the left pane, select a document or report to view.

01/17/2023 8:00 PM
XA, ANGRPH ADRNL UNI SLCTV RS&I
2D

%01/17/2023 8:45 PM
US, DOP VELOCIMETRY FTL UMEILICAL ART

%01/17/2023 8:00 PM
CR, BONE LENGTH STUDIES

If linked prior reports are included, the main report appears at the top of the left pane with its linked reports
indented below.

3. Ifthe Patient Documents screen appears, select the PATIENT DOC. or REPORTS sub-tab.

Create and deliver a patient statement

You can generate a patient statement for one or more patients. If patients are in facilities such as nursing homes or

hospice, and you send bills to their guarantor or a third party payer, you can change the mailing address when printing the
patient statement.

Procedure

1. GotoBILLING > Report, and then select Patient Statement in the list.
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Statemaert Dabe Biling Provwdar Facilities

023052 ]

Patiertd

Min Amaount

a

Une Addtess af Pay-To Prévidsr LI Log n daim inquiry

& iEw = [ PoF B ExXCEL [ osv B xmL

2. Select criteria for the report.

Note: In the US, some information such as the address is excluded from the patient statement if the
patient is a minor.

4. Inthe Statement Mode button shortcut menu, select patients to include in the statement:

e To select individual patients, select Select, and then use the Patients dropdown list to select patients.
e Toselect arange of patients, select Range by Patient Last name and then use the Last Name From and
Last Name To boxes to define a range.

Note: If you select a range, you cannot mail the report from this screen.

5. Inthe Mail To button shortcut menu, select a recipient.

6. Click a format button to generate the report (PDF, EXCEL, CSV, or XML).

View the patient claim log

You can view a log of patient claim activity.
Procedure
1. GotoBILLING > Claims.

2. Inthe list of claims, right-click a claim and select Patient Claim Log.
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& = F 0rs0510
l::wange Clainm Status
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7= = 20805 change Billing Code

[ ¢ ® B 2003053  Change Bilng Class
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Edit Claim
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Delete Claim
B - - :
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Send claims to collections

You can prepare a report to review all claims that are in Collections Review status. You can generate this report for the
collection agency, change the claim statuses to Claim in Collections, and adjust off the claim balances.

Procedure

1. GotoBILLING > Report, and then select Collections.

Claim Cate * Facilities Billing Frovider

Send claime to collections
20330524 - 20230524 3] HOME SELECTED = HONE SELECTED ~

I viEw = [BFoF [H EXCEL [Hcsy ML

2. Select filtering criteria in the Claim Date, Facilities, and Billing Provider lists.
3. Optional. To send the report to the collections agency, select the Send claims to collections checkbox.

4. To generate the report, select a report format button (such as PDF or EXCEL).

Open an insurance provider's website from a claim

When browsing claims, you can open the website of a claim’s insurance provider directly from a claim.
Prerequisite: Configure the URL of the website for the insurance provider (see Add an insurance provider).

Procedure

1. GotoBILLING > Claims.
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2. Onthe shortcut menu of a claim, select Change Billing Payer Type, and then select the redirect symbol.

= = = B ZUZoUE 10

& B B 20230510

& B B 20230510

& B B 20230512

0
O
O ¢ & & 20230510
O
-

7 B E 20730512

IETL, Ml el

Change Claim Status
Change Billing Coda ¢

Change Billing Class -

Change Billng Fayer Type

SR

Edit Claim

Adjust to Paid in Full

T daueniL

Patient Patien|

Patient Patien|

Tast, Aden( Patient ) Bctrg
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Work with reports

Exa PACS/RIS provides tools to easily create a wide variety of reports to help you manage your healthcare facilities and
resources.

Create, view, and deliver reports
This section contains the following topics.

Create a report
View your created reports
Send reports to providers

Create areport

You can create various types of report based on configurable criteria, and then export them in formats including PDF,
XLS, CSV, and XML. Note that reports here does not include approved reports from radiologists.

Procedure

1. Onthe burger E menu, select REPORTS.

2. On the top navigation bar, select Report, and then select a report type in the list.

‘Repaort Filter
Facilities
Froen Date/Ta Dals * Facility =
Report Types
My Compseny T 2l Eacildi
YFY-WR-DD [ O all Facikties O Duily Schedules
FY-RM-DD [
= 1 Eagilitis - l::l Patient Form
Fatients
o Mlodality ) Patient Dally Sche
L3 L8
S e O By Appaintment Ty
W Erudy Date O ep

Amfmrring Phypsician

= O sm Datailed Appointm|
O schedule Date Lkt Masree Firat Nara O
& T By Madality
O Approved Date -
Medaldy Rooms By Doctar
Aaading Physician Beleci m ty foam L By Status
Last Mame First Hame Sy Stats By Transpartation

Completed Schedy

Schedube Status Inpomiplate Schedy
Oidering Faciliy
Walkin

OO0 000000 o0

Studies by CPT

B s Cardsl Reasons

3. Below the Filter Fields label, select criteria to define the content of the report.
4. Select VIEW, or select an output format (PDF, EXCEL, CSV, or XML).

Result: The report is created, and automatically saved to My Reports.
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See also:

Create a billing report
Create a peer review report
Create and deliver a patient statement

View your created reports
Reports that you create are automatically placed in the My Reports area where you can open and download them.

Procedure
1. Onthe burger E menu, select the arrow “ next to REPORTS, and then select MY REPORTS.

2. Selectareportin the list, and then:

e Select to download
e Select @ to open

Send reports to providers
You can configure Exa PACS/RIS to automatically send reports and images through email to specified provider

locations/contacts and their provider groups.

Prerequisite: Add a referring physician or ordering physician to any studies whose reports you want to send (see
Edit study information).

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

Procedure

1. Goto SETUP > OFFICE > Providers & Resources > RESOURCE.

2. Inthe list of resources, double-click a resource of type Provider-Radiology or Referring Provider.
3. Onthe LOCATIONS/CONTACTS sub-tab, double-click a location/contact in the list.

4. Inthe Contact Information area, in the Email box, type the email address of the provider contact.
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CONTACT INF MARKETING RER

Contact Information

Code * BFTO O Inactive Qg
Provider Ceganization Select provider organization | ¥ Offig
Group Splect provider groug b kok
Email emalkemall.com Pag
Captael Baesne o

5. Inthe Reports to Me area, under Contact Information, enter the following settings. To send reports to other
members of the provider location/contact's provider group, under Reports to Group, enter the same settings.

Reports to Me
Centsct Infermatian * Mo Reports 1o Group
O Email Repart Link O Email Attachment OO Ernasl Repert Link OO Email Attackment
[0 Postal il O Fax O Postal Mail [ Fax
O office Fas O HLr D Office Fax O w7
Repaort Password Resports to Patient Portal
Delay {in days]
Email Report Link Select to send a link to the report in an email.
Postal Mail Select to send a hard copy of the report to the mailing address entered in the

Contact Information area.

Auto-Print: Select a printer in the dropdown list to automatically print reports.

Fax Select to send a fax of the report to the fax number entered in the Contact
Information area.

Email Attachment Select to send the report as an attachment to an email.

Office Fax Select to send a fax of the report to the office fax number entered in the Contact
Information area.

6. Optional: Under Report Password, type a password to require to open reports.

7. Select SAVE & CLOSE.

Note: You can view your sent reports at: Burger menu > SETUP > General > REPORT QUEUE. Records are
processed and sent to the specified user or group based on the email service configuration.
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Work with Exa Chat

This chapter contains the following sections.

What is Exa Chat?
Use Exa Chat

Manage Exa Chat
Use Exa Links

What is Exa Chat?

Exa Chat is a program within Exa PACS/RIS that provides secure chat (exchange of text messages) with other members of
your institution. You can hold private chats (instant messaging), or group chats with individuals or departments. You must
purchase a license to use Exa Chat.

This section contains the following topics.

What is the contact list?

About group (multi-user) chat rooms

What is the contact list?

The contact list is contained in the main Exa Chat window that appears in the lower left of the Exa PACS/RIS browser
window, and lists chat rooms in which you participated. You can select any room to re-open it. When a user archives a
room, it is removed from the contact list.

Ad Hoc Group

Room Test ZRcat

% Ad Hoc 20450 2 mo ago

(1]
Ad Hoc 20169 2 mo ago

PA:AS Group Room Test 2 mo ago
PV 2

@ room1 2 mo ago

@ 12dzxe 2 mo ago

% tesm23 2 mo ago

@ rtogfld 3 mo ago

About group (multi-user) chat rooms

Group and ad hoc are both types of multiuser chat room. Group chat rooms are managed, and ad hoc chat rooms are
not. If you start a private chat and then add a third member, the chat room becomes an ad hoc chat room. The following
table summarizes other differences.
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Who can create the room? | The “manager” (user with Group Chats | Any user with Personal Chat Allowed rights.
Management rights).

Who can/remove add The manager. No special rights are Any member can add anyone else with Personal
members? required to be added. Chat Allowed rights.

Who can delete/archive The manager. Only the last remaining member.

the room?
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Use Exa Chat

This section contains the following topics.

Start a new private chat

Join a group chat room
Start a new multi-user chat

Minimize or restore chat rooms

Open a previously used chat room
Add a member to a chat room

Change your status

Add a chat room to your favorites
Use an avatar for chat

Copy from one message to another

Start a new private chat

To start chatting with someone for the first time, you can create a private chat room. After creating a private chat room, it
appears in the contact list for future use.

Procedure

1. On the contact list, select the add button.

2. Inthe Add room dialog, begin typing a contact name, and then select the name from the list. The private chat
room window appears to the left of the contacts list.

3. Inthe box at the bottom of the chat room window, type a message and select Enter.

Join a group chat room

You can join a group chat room that was configured in Exa PACS/RIS.

Prerequisite: Add a group chat room

Procedure

1. Onthe contact list, select the add button.

2. Inthe Add private room dialog, start typing the name of the group room, and then select the name from the list.
The group chat room window appears to the left of the contacts list.

3. Inthe box at the bottom of the chat room window, type a message and select Enter.
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Start a new multi-user chat

To start a group chat, you create a multi-user chat room. After creating the room, it appears in the contact list for future
use.

Procedure

1. Onthe contact list, select the add iLs button.

2. Inthe Add Room dialog, select CREATE ROOM.

3. Inthe Create new room dialog, type a title for the room, and then select CREATE NEW ROOM.
The multi-user chat room window appears on the left side of the contacts list.

4. Inthe box at the bottom of the chat room window, type a message and select Enter.

5. The message is sent to all members in the chat room.

Minimize or restore chat rooms

e To minimize a chat room, select its minimize button.
e To minimize Exa Chat (all chat rooms and the contact list), select the minimize button on the contact list.

e Torestore a single chat room or all chat rooms, select the maximize ~ button at the bottom of the browser
window.

Open a previously used chat room

Each entry in the contact list corresponds to a chat room in which you participated. Select any room in the list to re-open
it and re-initiate a chat.

Add a member to a chat room

You can add a new member to an existing chat room. You can also add a group chat room as a “member” of another
chat room.

Procedure

1. Onthe header of a chat room, select the settings E button.
2. Select Add users or Groups.

3. Inthe Add user dialog, begin typing a contact name, or a group chat room name, and then select the name from
the list.

4. Select OK.
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Change your status

In Exa Chat, your status indicates your availability to chat. Unless you assign a status manually, Exa Chat automatically
assigns a status of Online (available) or Offline (unavailable). You can manually set a status of Busy (available for
emergencies) or DND (do not disturb, do not play sounds).

Procedure

1. Onthe header of the contact list, select the status button.

+ Viztek, Pacs

@ Private Chat

2. Select a status.

Add a chat room to your favorites
When you add a chat room to your favorites, it moves to the top of the contact list.
Procedure

1. Open the chat room that you want to add.

2. Inthe chat room window header, select the Add to favorites H button.

Use an avatar for chat

An avatar is an image such as a photo that represents you in a chat room. To use an avatar in chat, follow the procedure
in Add an avatar and the avatar will appear in your chat rooms automatically.

Copy from one message to another

You can copy all or part of a message into another message.
e Selectall or some text in one message, select Ctrl+C, and then paste into another message.

e Drag a message from one chat window into the message box of another chat window.
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Manage Exa Chat

This section contains the following topics.

Add user roles for Exa Chat

Rename a chat window

Archive a chat

Add user roles for Exa Chat

Administrators must add user roles for Exa Chat.

Procedure
1. Onthe burgerE menu, select SETUP.
1. Onthe OFFICE menu, select User Management.
2. Onthe USER ROLES tab, select ADD.
3. Type a name for the role (such as Chat), and a description, and then select SAVE.
4. Onthe USER ROLES tab, double-click the user role you just added.
5. Select one or more of the following checkboxes.
Personal Chat Allowed - Create and join private and ad hoc chat rooms.
Group Chats Management — Create and join private and multiuser chat rooms.
Chat - Apply both of the previous rights.
6. Select SAVE.
See also:

Manage users

Rename a chat window

You can change the name of an existing chat room.

Procedure

1.

2.

Select Settings E in the chat room that you want to rename.

Type the new title in the box, and then select SAVE TITLE.
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Archive a chat

To save disk storage space, you can archive your chats. Archiving saves messages older than a preconfigured date to a

CSV file, and then removes them from the system. Archiving only works if the system holds more than a preconfigured
number of messages.

Procedure

1. Select Settings E in the chat room that you want to archive.

2. Select Archive the chat.

500-000883A 589



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Use Exa Links

This section contains the following topics.

What are Exa Links?

Find and send an Exa Link
Send a document by using an Exa Link

What are Exa Links?

Exa Links are links to Exa PACS/RIS controls that you send to chat members. Recipients can select the Exa Links to open
patient charts, studies in the Edit Study screen or viewer, approved reports and addenda, notes, and other assets.

Find and send an Exa Link

If you hover over a control in Exa PACS/RIS and its tooltip ends with “... - Share to Chat,” it is an Exa Link.

Edit - Share to Chat
B @ A7 = i =

The following table lists the controls that are available as Exa Links at the time of this writing. More will be added in future
versions.

Study toolbar: Viewer, Edit,
Approved Reports

To send an Exa Link, drag it onto the message box at the bottom of a chat room window, and then select Enter.

Send a document by using an Exa Link
In addition to the Exa Links on the worklist, you can send Exa Links to documents from the Patient Documents screen.
Procedure

1. Onaworklist shortcut menu, select Attached Files.

2. Inthe Patient Document dialog, double-click a document to open it.

3. Dragthe Share to Chat button into a chat message.
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Work with tools

Exa PACS/RIS includes a suite of tools that provide a variety of functionality. Some tools must be installed locally on the
client computer (see Install and configure tools). You can access Tools from the burger menu (Burger > TOOLS > [Tool
Namel]). For more information, see the following topics.

Exa Dictation The entry-level radiologist dictation tool.

Install Exa Dictation

Exa Dictation and transcription with Web Trans

Client Service EnablesLocal Cache.

Install and configure local cache

Use local cache

Chrome Extension Enables Chrome to work with multiple monitors.

Add the Chrome extension

Set up connected displays

Opal Tools Client-side application for importing, CD importing, and CD burning.
Install OPAL tools

Burn studies. series. or images to media

Import DICOM images

Import studies from CD

Import studies to a specific AE (AP| mode)

Opal Viewer Formerly "Opal Viewer," now called the "Exa Client Viewer." An alternative to the Exa
PACS/RIS viewer that includes specialty annotations (such as for Chiropractic

Install Exa Client Viewer

Open a study in a viewer

Exa Trans The main client-side transcription application.

Install Exa Trans

Dictation and transcription with Exa Voice and Exa Trans

Exa Scans Provides document scanning functionality.
Install Exa Scans

Attach (upload, scan) non-DICOM documents
Attach (upload. scan) DICOM documents

Exa Launch Enablesintegration with third-party applications.

Install Exa Launcher

Configure integration with third-party apps

CD Import Opens Opallmport directly.
Mobile Rad Downloads the apkfile to install Mobile Rad on a mobile device. See the Mobile Rad
user's manual.

See also: Work with mobile radiology
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Use importtools

With the import tools provided in the program, you can Import studies from CD and Import studies to a specific AE (AP
mode).

Import studies from CD

You can perform a “CD import.”

nﬂ Caution: Ensure that the data to be imported, and the data after import, are correct.

Prerequisite: Install Opal tools.

Procedure

1. Onthe burger E menu, select the arrow next to TOOLS, and then select CD IMPORT.
2. Ifthe “Open Opal Import?” message appears, select the checkbox, and then select Open Opal Import.

3. Inthe Opallmport dialog, select Select Files/Folders or DICOMDIR to Import, and then browse for and select
files to import.

4. Enter customization settings and then select Import.

Import studies to a specific AE (APl mode)
You can import studies to a specific AE.

Procedure

1. Onthe worklist, on the PACS Actions E menu, select Import Images.

Note: If the “Open Opal Import?” message appears, select the checkbox, and then select Open Opal
Import.

2. Inthe Opallmport dialog, turn on API mode by typing 1g2w3e4r 5t .

Note: You only need to perform this step once. APl mode will remain on permanently.

3. Select the Exa API transfer option.
4. Select Select Files/Folders or DICOMDIR to Import, and then browse for and select files to import.

5. Enter customization settings and then select Import.
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Work with Patient Portal

Patient Portal is a website that patients can use to view or modify information about their past and future exams,

demographics, insurance, guarantors, and representatives, and to schedule appointments. For instructions on how
patients can use Patient Portal, see the Patient Portal user's manual.

For staff, see About creating a patient portal account.

About creating a patient portal account

Before the patient can use Patient Portal, clinical staff must work with the patient to create an account. You can choose
one of two workflows to create an account:

1. In-Person Registration initiated by staff: Create a patient portal account

2. Online Patient Registration initiated by the patient: Patient self-registration

Create a patient portal account
The recommended workflow to create a patient portal account begins when you are scheduling an appointment.

1. Open the patient's chart, and at the top of the screen, select PORTAL ACCOUNT.

= Patient &

Test, TestghvixOoldx  poB:1981-10-11 MRN: tesu2712

Patient Information [mor=l BRGELAYETTT

2. Inthe Create Portal Account dialog, confirm the patient's email address, and then select CREATE.

Patient Account

Mame

testGHYIX0OLAXN

Email test@123.com

Secondary Email

Result: An email is sent to the patient with a link to Patient Portal. The patient does the following:

e Selects the link (or pastes it into the browser) to open the create password page of the Patient Portal.

e Types a password and selects the button.
e Onthe Login page, enters their password and selects LOGIN to open the portal.
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3. Inthe Create Portal Account dialog, select SAVE.

Patient self-registration

If the patient already has a chart in Exa PACS/RIS, they can initiate creating a portal account as follows.

1. Onthe patient portal sign-in screen, the patient selects NEW USER.

MNew User Registration

Fiesl Maivs Lish M

S

Date ol Birth

Languago

Adidress Line 2

Stata ZIP Coda

Save Reset

Cotfern Pugsesrd

2. Inthe New User Registration dialog, the patient fills out the form, and then selects Save.

Result: The demographics are sent to Exa PACS/RIS for linking by staff (see below), and the patient receives a

verification email.

3. The patient opens the verification email and selects the link in the to verify their email address.

Staff: Link the new patient's information to the patient's chart

1. Onthe burgerE menu, select PORTAL REG USERS.
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= Portal Registered Users

STATUS FIRST MAME LAST MAME DATE OF BIRTH = EMAIL

Verified v

& Verifiad 1PMUPatient78330 1PNUPatient 1938-01-01 portal exauzer@gmail com

2. Onthe Portal Registered Users screen, open the user.

3. Inthe Portal Registered Information screen, in the Patient Match area, search for a matching patient. If no

matching patients appear, select CREATE NEW, edit the patient’s information as needed, and then select
CREATE PATIENT.

Portal Registered Information

Slarts With » Al + [ show inactive [ Break the Glass
TPRLUIPatient o | han
1 cone e ===
PATIENT SEARCH RESULTS REGISTRATION INFORMATION
1pnupatient, 1prupationt78330 - 1PH13554 — First Mame 1PMUPatiert 75330
D0E- 1988-01-01, (876)134-5678 ! Laat Harss 1PHUPatient
2776 Hemlock Lane, 2776 Hemlock Lane _
PHOENIX, AZ 85001 Gl L 1568-01-01
Sy F
Address Line 1 2718 Hemlock Lane

4. Open the matching patient, and check the Registration Information pane on the right; if any information
appears in yellow, decide whether you want to update the patient chart with the new information.

5. Do one of the following:

e To update the patient chart and link the account, select SAVE AND LINK, and then select UPDATE.

e To continue linking the account without updating the patient chart, select SAVE AND LINK, and then select
CONTINUE WITHOUT UPDATING.

o Toreject the registration request altogether, select REJECT.
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Work with Physician Portal
For information on how physicians can use Physician Portal, see the Physician Portal user's manual. In Exa PACS/RIS,
staff enable physicians to use Physician Portal by doing the following.

1. Add aresource of type Referring Provider.

2. Onthe LOGIN DETAILS sub-tab of the resource, select a user who:

e Isareferring provider, and;
e Belongs to the Portal user's group.

3. Select LINK USER.

See also:
About CDSM and AUC

About CDSM and AUC

The Protecting Access to Medicare Act (PAMA) of 2014 requires practitioners of advanced diagnostic imaging services
such as CT, PET, NM, and MRI to consult a qualified clinical decision support mechanism (CDSM) before ordering exams
for Medicare patients. CDSMs are online apps that use appropriate use criteria (AUC) to determine whether exams are

clinically relevant (or, "appropriate”). By purchasing a license, Exa PACS/RIS can offer access to the LogicNets CDSM
app through Physician Portal.
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Appendix
The appendix includes the following sections.

User reference
Install and configure tools

Reference

User reference

This section contains the following topics.

Search syntax

Keyboard shortcuts for the claim entry screen
Keyboard shortcuts and commands for Exa Trans
Merge fields

User rights

Description of reports

Settings in the claim entry screen
Measurement accuracy limits

Viewer tools and keyboard shortcuts

Details on Linked Reporting

Mammography views

Search syntax

Various lists in Exa PACS/RIS have a search bar with column headers that accept search criteria. The following general
rules apply when entering search criteria.

e Inmost numeric boxes, you can search for any part of the number. For example:
In the account number box, type: 20
Exa PACS/RIS finds: 203, 1203, and 01203.
e Inaname box (such as patient name or payer name), you can type the full name in the format:
lastname, firstname
...but not...
firstname lastname.
e Inaname box, you can type the first or last name only. For example:

Type: Anderson

500-000883A 598



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Exa PACS/RIS finds: Cooper, Anderson
...and...
Anderson, John.

e Inaname box you can type all or part of the first or last name, but using as many letters as possible improves
accuracy. For example:

Type: Oswa
Exa PACS/RIS finds: Oswald, Trevor
..and...

Davis, Oswald
However, if you type: Os

Exa PACS/RIS finds only: Oswald, Trevor.

Keyboard shortcuts for the claim entry screen

When creating or editing claims, the following keyboard shortcuts are available.

Charges sub-tab Alt+C
Claims sub-tab Alt+Shift+C
Insurance sub-tab Alt+]
Additional Info. sub-tab Alt+A
Billing Summary sub-tab Alt+B
Payments sub-tab Alt+P
Cursor moves to the payer name option Alt+(+)
Previous claim Alt+Shift+P
Next claim Alt+Shift+N
Notes screen Alt+N
Documents and Reports screen Alt+D
Validate claim Alt+V

Save All Alt+S
Close without saving Esc
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Keyboard shortcuts and commands for Exa Trans

When using Exa Trans, the following keyboard shortcuts are available.

Remove last dictated piece undo that -
delete that
scratch that
Next variable placeholder next variable Alt+]
Previous variable placeholder previous variable Alt+[

Capitalize previous word

capitalize that

capthat
Remove word left of the cursor remove left Ctrl+Alt+Back
Start recording Ctrl+F1
Toggle recording Ctrl+F3
Stoprecording stop recording Ctrl+F2

Merge fields

The following table describes the merge fields available in various parts of the program. Some merge fields may not be
available in your installation of Exa PACS/RIS depending on added modules, country, and other factors.

1. SO = Study/Order; IN = Insurance; PA = Patient; PR = Provider; ET = Email Template; NT = Notification Templates, RT = Report Templates;
SF = Study Forms; CF = Custom Forms; TT = Transcription Templates

FamilyHealthHistory Family Health History SO, NT, SF, CF
FollowUps Follow Ups SO, NT, SF, CF
GST (Canada) General Sales Tax SF, CF,ET
SalesTax Sales Tax SF,CF,ET
Immunizations Immunizations SO, NT, SF, CF
LabResults Lab Results SO, NT, SF, CF
Medications Medications SO, NT, SF, CF
Referrals Referrals SO, NT, SF, CF
PreLabResults Pre Lab Results SO, NT, SF, CF
Problems Problems SO, NT, SF, CF
VitalSigns Vital Signs SO, NT, SF, CF
Age Age PA, ET, NT, SF, CF
AgeatDOS Age at DOS PA, ET, NT, SF, CF
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Address1 Address 1 PA, ET, NT, SF, CF
Address2 Address 2 PA, ET, NT, SF, CF
Ciy City PA, ET, NT, SF, CF
State State PA, ET, NT, SF, CF
ZipCode Zip Code PA, ET, NT, SF, CF
DOB DOB PA, ET, NT, SF, CF
FirstName First Name PA, ET, NT, SF, CF
Fullname Full Name PA, ET, NT, SF, CF
Gender Gender PA, ET, NT, SF, CF
Race Race PA, ET, NT, SF, CF
Ethnicity Ethnicity PA, ET, NT, SF, CF
HomePhone Home Phone PA, ET, NT, SF, CF
MobilePhone Mobile Phone PA, ET, NT, SF, CF
WorkPhone Work Phone PA, ET, NT, SF, CF
Lastname Last Name PA, ET, NT, SF, CF
Middlename Middle Name PA, ET, NT, SF, CF
mrn MRN PA, ET, NT, SF, CF
uli uLl PA, ET, NT, SF, CF
ssn SSN PA, ET, NT, SF, CF
Suffix Suffix PA, ET, NT, SF, CF
Weight Weight PA, ET, NT, SF, CF
Height Heigh PA, ET, NT, SF, CF
Employer Employer PA, ET, NT, SF, CF
PreferredLanguage Preferred Language PA, ET,NT, SF, CF
Username PA, ET, NT,

Password PA, ET, NT,

ApprovingPhysicianAddressl Approving Physician Address 1 PR, ET, NT, SF, CF
ApprovingPhysicianAddress2 Approving Physician Address 2 PR, ET, NT, SF, CF
ApprovingPhysicianCity Approving Physician City PR, ET, NT, SF, CF
ApprovingPhysicianFirstName Approving Physician First Name PR, ET, NT, SF, CF
ApprovingPhysicianFullName Approving Physician Full Name PR, ET, NT, SF, CF
ApprovingPhysicianLastName Approving Physician Last Name PR, ET, NT, SF, CF
ApprovingPhysicianMiddleName Approving Physician Middle Name | PR, ET, NT, SF, CF
ApprovingPhysicianState Approving Physician State PR, ET, NT, SF, CF
ApprovingPhysicianSuffix Approving Physician Suffix PR, ET, NT, SF, CF
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CCProv1Addrl CC Provider 1 Address 1 PR, ET, NT, SF, CF
CCProv1Addr2 CC Provider 1 Address 2 PR, ET, NT, SF, CF
CCProv1City CC Provider 1 City PR, ET, NT, SF, CF
CCProviName CC Provider 1 Name PR, ET, NT, SF, CF
CCProvlState CC Provider 1 State PR, ET, NT, SF, CF
CCProvlZip CC Provider 1 Zip PR, ET, NT, SF, CF
CCProvlAlerts CC Provider 1 Alerts PR, ET, NT, SF, CF
CCProv2Addrl CC Provider 2 Address 1 PR, ET, NT, SF, CF
CCProv2Addr2 CC Provider 2 Address 2 PR, ET, NT, SF, CF
CCProv2City CC Provider 2 City PR, ET, NT, SF, CF
CCProv2Name CC Provider 2 Name PR, ET, NT, SF, CF
CCProv2State CC Provider 2 State PR, ET, NT, SF, CF
CCProv2Zip CC Provider 2 Zip PR, ET, NT, SF, CF
CCProv2Alerts CC Provider 2 Alerts PR, ET, NT, SF, CF
CCProv3Addrl CC Provider 3 Address 1 PR, ET, NT, SF, CF
CCProv3Addr2 CC Provider 3 Address 2 PR, ET, NT, SF, CF
CCProv3City CC Provider 3 City PR, ET,NT, SF, CF
CCProv3Name CC Provider 3 Name PR, ET, NT, SF, CF
CCProv3State CC Provider 3 State PR, ET, NT, SF, CF
CCProv3Zip CC Provider 3 Zip PR, ET, NT, SF, CF
CCProv3Alerts CC Provider 3 Alerts PR, ET, NT, SF, CF
CCProv4Addrl CC Provider 4 Address 1 PR, ET, NT, SF, CF
CCProv4Addr2 CC Provider 4 Address 2 PR, ET, NT, SF, CF
CCProv4City CC Provider 4 City PR, ET,NT, SF, CF
CCProv4Name CC Provider 4 Name PR, ET, NT, SF, CF
CCProv4State CC Provider 4 State PR, ET, NT, SF, CF
CCProv4Zip CC Provider 4 Zip PR, ET, NT, SF, CF
CCProv4Alerts CC Provider 4 Alerts PR, ET, NT, SF, CF
CCProv5Addrl CC Provider 5 Address 1 PR, ET, NT, SF, CF
CCProv5Addr2 CC Provider 5 Address 2 PR, ET, NT, SF, CF
CCProv5City CC Provider 5 City PR, ET, NT, SF, CF
CCProvSName CC Provider 5 Name PR, ET, NT, SF, CF
CCProv5State CC Provider 5 State PR, ET, NT, SF, CF
CCProv5Zip CC Provider 5 Zip PR, ET, NT, SF, CF
CCProvbAlerts CC Provider 5 Alerts PR, ET, NT, SF, CF
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ProviderSignature Provider Signature PR, ET, NT, SF, CF
ReadingPhysicianAddress1 Reading Physician Address 1 PR, ET, NT, SF, CF
ReadingPhysicianAddress2 Reading Physician Address 2 PR, ET, NT, SF, CF
ReadingPhysicianCity Reading Physician City PR, ET, NT, SF, CF
ReadingPhysicianFirstName Reading Physician First Name PR, ET, NT, SF, CF
ReadingPhysicianFullName Reading Physician Full Nae PR, ET, NT, SF, CF
ReadingPhysicianLastName Reading Physician Last Name PR, ET, NT, SF, CF
ReadingPhysicianMiddleName Reading Physician Middle Name PR, ET, NT, SF, CF
ReadingPhysicianState Reading Physician State PR, ET,NT, SF, CF
ReadingPhysicianSuffix Reading Physician Suffix PR, ET, NT, SF, CF
Ref PhyAddressl Referring Physician Address 1 PR, ET, NT, SF, CF
Ref _PhyAddress2 Referring Physician Address 2 PR, ET, NT, SF, CF
Ref_PhyCity Referring Physician City PR, ET, NT, SF, CF
Ref_PhyFax Referring Physician Fax PR, ET, NT, SF, CF
Ref_PhyFirstName Referring Physician First Name PR, ET, NT, SF, CF
Ref_PhyFullname Referring Physician Full Name PR, ET, NT, SF, CF
Ref_PhyHomePhone Referring Physisican Home Phone | PR, ET, NT, SF, CF
Ref PhyLastName Referring Physician Last Name PR, ET, NT, SF, CF
Ref PhyMiddlelnitial Referring Physician Middle Initial PR, ET, NT, SF, CF
Ref PhyNameOrderFMLS Referring Physician Name Order PR, ET, NT, SF, CF
First Middle Last Suffix
Ref_PhyState Referring Physician State PR, ET, NT, SF, CF
Ref_PhySuffix Referring Physician Suffix PR, ET, NT, SF, CF
Ref_PhyZip Referring Physician zip PR, ET, NT, SF, CF
Ref PhyMobileNo Referring pHysician Mobile Number| PR, ET, NT, SF, CF
Ref PhyOfficeNo Referring Physician Office Number | PR, ET, NT, SF, CF
Ref PhyAlerts Referring Physician Alerts PR, ET, NT, SF, CF
Report Link Report Link PR, ET, NT, SF, CF
SignatureText Signature Text PR, ET, NT, SF, CF
PreApprovedSignatureTExt PreApproved Signature Text PR, ET, NT, SF, CF
preApprovedProviderSignature PreApproved Provider Signature PR, ET, NT, SF, CF
RadiologistFullName Radiologist Full Name PR, ET, NT, SF, CF
TechnologistFullName Technologist Full Name PR, ET, NT, SF, CF
SignatureBlockText Signature Block Text PR, ET, NT, SF, CF
preApprovedSignatureBlockText PreApproved Signature Block Text | PR, ET, NT, SF, CF
AttorneyFirstName Attorney First Name PR, ET, NT, SF, CF
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AttorneyFullName

Attorney Full Name

PR, ET, NT, SF, CF

AttorneyLastName

Attorney Last Name

PR, ET, NT, SF, CF

AttorneyMiddleName

Attorney Middle Name

PR, ET, NT, SF, CF

AttorneySuffix Attorney Suffix PR, ET, NT, SF, CF
AttorneyAddressl Attorney Address 1 PR, ET, NT, SF, CF
AttorneyAddress2 Attorney Address 2 PR, ET, NT, SF, CF

AttorneyCity

Attorney City

PR, ET, NT, SF, CF

AttorneyState

Attorney State

PR, ET, NT, SF, CF

AttorneyZip

Attorney Zip

PR, ET, NT, SF, CF

AttorneyPhoneNo Attorney Phone Number PR, ET, NT, SF, CF
AttorneyEmail Attorney Email PR, ET, NT, SF, CF
AttorneyFaxNo Attorney Fax Number PR, ET, NT, SF, CF

AppointmentTypeCode

Appointment Type Code3

SO, RT, ET, NT, SF, CF

AppointmentTypeDescription

Appointment Type Description

SO, RT, ET,NT, SF, CF

ExpectedArrivalTime

Expected Arrival Time

SO, RT, ET, NT, SF, CF

AccessionNo

Accession Number

SO, RT, ET, NT, SF, CF

ApprovedDate

Approved Date

SO, RT, ET, NT, SF, CF

PreApprovedDate

PreApproved Date

SO, RT, ET, NT, SF, CF

TranscribedDate

Transcribed Date

SO, RT, ET, NT, SF, CF

BodyPart

Body Part

SO, RT, ET, NT, SF, CF

Department

Department

SO, RT, ET, NT, SF, CF

DictationDate

Dictation Date

SO, RT, ET,NT, SF, CF

ICDCode

ICD Code

SO, RT, ET, NT, SF, CF

ICDDescripton

ICD Description

SO, RT, ET, NT, SF, CF

StudylCDCode

Study ICD Code

SO, RT, ET, NT, SF, CF

StudylCDDescription

Study ICD Description

SO, RT, ET, NT, SF, CF

Institution

Institution

SO, RT, ET, NT, SF, CF

Modality

Modality

SO, RT, ET, NT, SF, CF

ModalityRoom

Modality Room

SO, RT, ET, NT, SF, CF

OrderedBy

Ordered By

SO, ET, NT, SF, CF

OrderingFacility

Ordering Facility

SO, ET, NT, SF, CF

Orientation

Orientation

SO, ET, NT, SF, CF

PatientLocation

Patient Location

SO, ET, NT, SF, CF

PlaceOfService

Place of Service

SO, ET, NT, SF, CF

Priority

Priority

SO, ET, NT, SF, CF
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ProcedureCode

Procedure Code

SO, ET, NT, SF, CF

ProcedureCodes

Procedure Codes

SO, ET, NT, SF, CF

ProcedureCodestabular

Procedure Codes Tabular

SO, ET, NT, SF, CF

ProcedureName

Procedure Name

SO, ET, NT, SF, CF

ProcedureNames

Procedure Names

SO, ET, NT, SF, CF

ProcedureNamesTabular

Procedure Names Tabular

SO, ET, NT, SF, CF

ReasonForStudy

Reason for Study

SO, ET, NT, SF, CF

RequestingDate

Requesting Date

SO, ET, NT, SF, CF

RoomNo Room Number SO, ET, NT, SF, CF
STAT Stat description SO, ET, NT, SF, CF
StudyDate Study Date SO, ET, NT, SF, CF

StudyDescription

Study Description

SO, ET, NT, SF, CF

StudyFlag

Study Flag

SO, ET, NT, SF, CF

StudyReceivedDate

Study Received Date

SO, ET, NT, SF, CF

TAT

TAT

SO, ET, NT, SF, CF

TranscribingUser

Trascribing User

SO, ET, NT, SF, CF

VehicleName

Vehicle Name

SO, ET, NT, SF, CF

studyUID

Study UID

SO, ET, NT, SF, CF

StudyFormsignature

Study Form Signature

SO, ET, NT, SF, CF

CustomFormSignature

Custom Form Signature

SO, ET, NT, SF, CF

ExamPreplinstructions

Exam Prep Instructions

SO, ET, NT, SF, CF

CPTCode CPT Code SO, ET, NT, SF, CF
CPTName CPTName SO, ET, NT, SF, CF
visit_no Visit Number SO, ET, NT, SF, CF
CPTCodes CPTCodes SO, ET, NT, SF, CF
CPTNames CPTNames SO, ET, NT, SF, CF

CPTCodesTabular

CPT Codes Tabular

SO, ET, NT, SF, CF

CPTNamesTabular

CPT Names Tabular

SO, ET, NT, SF, CF

Dateoflnjury

Date of Injury

SO, ET, NT, SF, CF

Allergies Allergies ET, NT, SF, CF
CompanyName Company Name ET, NT, SF, CF
CurrentDate Current Date ET, NT, SF, CF
CurrentTime Current Time ET,NT, SF, CF
DateAndTime Date and Time ET, NT, SF, CF
OfficeAddressl Office Address 1 ET, NT, SF, CF
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OfficeAddress2 Office Address 1 ET, NT, SF, CF
OfficeCity Office City ET, NT, SF, CF
FacilityLogo Facility Logo ET, NT, SF, CF
FacilityContactNo Facility Contact Number ET, NT, SF, CF
OfficeName Office Name ET, NT, SF, CF
OfficeState Office State ET, NT, SF, CF
Zip Zip ET, NT, SF, CF
FormalName Formal Name ET, NT, SF, CF
PracticeType Practive Type ET, NT, SF, CF
Primarylnsurance Primary Insurance IN, ET, NT, SF, CF
PrimaryAddress Primary Address IN, ET, NT, SF, CF
PrimaryCity Primary City IN, ET, NT, SF, CF
PrimaryState Primary State IN, ET, NT, SF, CF
PrimaryZipCode Primary Zip Code IN, ET, NT, SF, CF

PrimaryPhone

Primary Phone

IN, ET, NT, SF, CF

PrimaryFax Primary Fax IN, ET, NT, SF, CF
PrimarySubscriber Primary Subscriber IN, ET, NT, SF, CF
PrimaryDOB Primary DOB IN, ET, NT, SF, CF
PrimaryRelationship Primary relationship IN, ET, NT, SF, CF
PrimaryPolicyNo Primary Policy Number IN, ET, NT, SF, CF
PrimaryGroupNo Primary Group number IN, ET, NT, SF, CF
HealthNumber Health Number IN, ET,NT, CF

VersionCode Version Code IN, ET,NT, CF

Secondarylnsurance

Secondary Insurance

IN, ET, NT, SF, CF

SecondaryAddress Secondary Address IN, ET, NT, SF, CF
SecondaryCity Secondary City IN, ET, NT, SF, CF
SecondaryState Secondary State IN, ET, NT, SF, CF
SecondaryZipCode Secondary Zip Code IN, ET, NT, SF, CF
SecondaryPhone Secondary Phone IN, ET, NT, SF, CF
SecondaryFax Secondary Fax IN, ET, NT, SF, CF

Secondarysubscriber

Secondary Subscriber

IN, ET, NT, SF, CF

SecondaryDOB Secondary DOB IN, ET, NT, SF, CF
SecondaryRelatoinship Secondary Relationship IN, ET, NT, SF, CF
secondaryPolicyNo Secondary Policy Number IN, ET, NT, SF, CF
SecondaryGroupNo Secondary Group Number IN, ET, NT, SF, CF
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FacilityNotes

Facility Notes

NT, SF,RT

FacilityFax

Facility Fax Number

RT, SF, CF, ET,NT

FacilityEmail

Facility Email Address

RT, SF, CF, ET, NT

Ord_PhyAddress1

Ordering Phys. Street Address1

RT, TT, SR, CF, ET, NT, CS

Ord_PhyAddress2

Ordering Phys. Street Address2

RT, TT, SR, CF, ET,NT,CS

Ord_PhyCity

Ordering Phys. City

RT, TT, SR, CF, ET, NT, CS

Ord_PhyFirstName

Ordering Phys. First Name

RT, TT, SR, CF, ET,NT, CS

Ord_PhyFullName

Ordering Phys. Full Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyLastName

Ordering Phys. Last Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyMiddleName

Ordering Phys. Middle Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyState

Ordering Phys. State

RT, TT, SR, CF, ET, NT, CS

Ord_PhySuffix

Ordering Phys. Suffix

RT, TT, SR, CF, ET,NT, CS

Ord_PhyZip Ordering Phys. Postal Code RT, TT, SR, CF, ET,NT,CS
Non-ProprietaryName Non-Proprietary Name RT, TT, SF, CF
AmountUsed Amount Used RT, TT, SF, CF
Route Route RT, TT, SF, CF

Supv_PhyAddress1

Supervising phys. Street Adrs. 1

RT, TT, SF, CF, ET, NT, CS

Supv_PhyAddress2

Supervising phys. Street Adrs. 2

RT, TT, SF, CF, ET, NT, CS

Supv_PhyCity

Supervising phys. City

RT, TT, SF, CF, ET, NT, CS

Supv_PhyFirstName

Supervising phys. First Name

RT, TT, SF, CF, ET, NT, CS

Supv_PhyFullName

Supervising phys. Full Name

RT, TT, SF, CF, ET,NT,CS

Supv_PhyLastName

Supervising phys. Last Name

RT, TT, SF, CF, ET,NT, CS

Supv_PhyMiddleName

Supervising phys. Middle Name

RT, TT, SF, CF, ET,NT,CS

Supv_PhyState

Supervising phys. State

RT, TT, SF, CF, ET, NT,CS

Supv_PhySuffix

Supervising phys. Suffix

RT, TT, SF, CF, ET, NT, CS

Supv_PhyZip Supervising phys. ZIP RT, TT, SF, CF, ET,NT,CS
Canada only: Health Card Number RT, SF, CF, ET,NT
User rights

The following table describes the rights that administrator can assign to a user role. All of these rights may not be

available depending on your product and configuration.

I% Note: Shaded rows indicate that the right is not currently in use.
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Billing/ Setup Billing Codes Allows creating and editing billing codes
Billing Class Allows creating and editing billing classes
Claim Status Allows creating and editing claim statuses
CAS Group Code Allows creating and editing CAS group codes
Provider ID Code Qualifier Allows mapping provider ID code qualifiers to billing providers
Payment Reason 2:Iaor:/vs editing payment reasons such as co-pay, deductible, and payment
CASReason Code Allows creating and editing CAS reason codes
Status Color Code Allows adding and editing colors for payment, claim, and billed statuses
Supporting Text Templates Allows mapping of preconfigured supporting text to specific service codes.
Insurance EDI Mapping Allows insurance mapping, such as billing method and clearinghouse
Adjustment Codes Allows adding and editing adjustment codes
Billing Provider Allows adding and editing billing providers
Billing Messages Allows editing billing messages that print on statements
Billing Validation Allows selecting the data that are validated during claim validation
Printer Templates Allows editing some settings in printer templates such as page margins
EDI Request Templates Allows creating and editing EDI request templates.
Clearing House Allows entering clearinghouse information
Autobilling Allows creating auto-billing profiles for automatic generation of claims
CollectionsProcess Allows configuring the automatic claim collections process
Delay Reasons Allows adding, editing, and deleting reasons for delayed payment

Billing Claims Allows working with claims
Edit Claim Allows opening the edit claim screen
Claim Inquiry Allows access to patient claiminformation

All Insurances

Allinsurances

Coordination of Benefits

Allows coordinating benefits

Explanation of Benefits

Allows accessto billing ERA

ERA Inbox

Allows opening the ERA inbox

EOB Claims Process

Allows opening the EOB tab, and uploading and processing electronic
payment files

File Insurance

Allows managing billing claims

Patient Claim

Allows viewing a patient's claim history within Billing, and makes available
the Inquiry buttons on the Patient Information tab in the patient chart and
Edit Study screen

Patient Report

Allows opening patient reports and documents within Billing

Payments

Allows viewing and processing payments

Apply Payments

Allows applying payments to claims
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Refund

Allows processing refunds

Backto Ready to Validate

Allows changing claim status to Ready to Validate

Claim Validate

Allows validating claims

Create/Split Claim

Allows splitting a claim with more than one charge

Delete Payment

Allows deleting payment records

Delete Claim

Allows deleting claims

File Management

Allows opening the file management screen in Canadian versions

Edit Claim Status

Allows manually changing claim statuses

Invoice Activity Statement

Allows viewing and printing the activity statement

Query Claim

Allows querying of claims.

Adjust to Paidin Full

Adds a shortcut menu command to pay a claimin full.

Census

Allows viewing the Census screen.

Billing/ Report

All rights in this category allow creating the corresponding report.

Aged AR Summary

Aged AR Detail

Charges

Claim Activity

Claim Transaction

Collections

Credit Balance Encounters

Diagnosis Count

Modality Summary

Monthly Recap

Patient Statement

Payer Mix

Payment

ClaimInquiry

Patients By Insurance

Payments by Insurance Company

Procedure Analysis by Insurance

Procedure Count

Reading Provider Fees

Referring Provider Count

Referring Provider Summary

Transaction Summary
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Patient Activity Statement
Payments Realization Rate Analysis
Send claims to collections Allows gsingi automatic collections to change claim statusesto “Claimin
Collection,” and make other changes.
Billing/Log Billing User Log Allows viewing the billing user log
Bulling Audit Log Allows viewing the billing audit log
Chat personal Chat Allowed glrti)\)/;i:ziﬁgtlfxa Chat to send and receive messages with individual users
Group Chats Management Allows creating and managing group chat rooms
Dashboard Dashboard Allows opening the dashboard
Dictation Approve Allows approving a dictated study report
— L
Dictation Allows creating a dictated addendum (Edit or Addition) on an approved
study report
Dictation (Addendum) Allows creating a dictated report
Dictation (Delete) Allows deleting a dictated report
Submit For Review Allows submitting an addendum for review on a dictated report
Submit For Review (Addendum) Allows submitting a dictated report for review
Transcription (Addendum) Allows creating an addendum by using Web Trans
Link Reports Allows linking reports (and studies)
Unlink Reports Allows unlinking reports (and studies)
B;ssphabtg;]:gg Dispatching Dashboard Allows users of Mobile RAD to open the dispatching dashboard
General AE Scripts Allows managing AE scriptsto receive, send, or print studies
APl Users Allows adding and editing APl users and rights
Application Entities Allows configuring application entities (AE).
Assign Study to Users Allows assigning studies to specific users from the worklist
Company AIIow; gditing general settipgs including those_ related to: company contact
and billing, apps, MRN, AE filters, LDAP, Rcopia, and HL7
File Stores Allows selecting folders to store various data (mainly images) on the server
Notification Allows adding notifications that appear on the dashboard
Tasks Allows entering tasks that appear on the My Tasks gadget of the dashboard
HL7 HL7 Global Config Allows viewing global HL7 configurations
HL7 Queue Allows viewing the HL7 Outbound (Sender) log
HL7 Receiver Log Allows viewing the HL7 Inbound (Receiver) log
Home Allow Reset Approved studies Allows resetting approved studies to Scheduled status

500-000883A

610



Exa® PACS/RIS 1.4.33_P5 User's Manual eXQ-PLATFORM

Allow Reset of Canceled and No Show | Allows resetting studies from Canceled or No Show status to Scheduled

Studies

status

Appointment Confirmation

Allows viewing the Appointment Confirmation screen

Can Edit Public Filter

Allows editing public filters

Can Edit Public Template

Allows editing public templates

Cancel Reasons

Allows canceling appointments

CD Burn Allows burning DICOM images to a CD or external device
DICOM View Allows switching between DICOM preview or priors on the worklist
DICOM Viewer Allows opening images on the Exa PACS/RIS viewer

External App Icon

Allows opening third party applications from the worklist

Image Preview

Allows previewing images on the worklist

Import Images

Allows importing images by using the PACS Actions menu

Import Images from Portal

Allows importing images from the provider or attorney portal into Exa
PACS/RIS

Link DICOM Study

Allows linkinga DICOM study to another study

Marketing Rep Dashboard

Allows opening the Marketing Representative dashboard

Merge Study

Allows merging and splitting DICOM studies and RIS orders

Technologist

Allows associating a technologist to an order

Opal Viewer

Allows viewing studies with the Exa PACS/RIS viewer

Order additional

Allows opening the Additional Information tab within the Edit Study screen

Order ICD

Allows adding ICD codes to an order

Order Referring Provider

Allows opening the Referring Provider tab within the Edit Study screen

Order Studies

Allows opening the Exam Information tab within the Edit Study screen

QC Delete

Allows deleting DICOM studies within the QC tab

QC Edit

Allows editing some information in a DICOM study within the QC tab

QC Move to Studies

Allows manually moving a DICOM study from the QC tab to the All Studies
tab

QC Reconciliation

Allows manually matching or reconcilinga DICOM study to a RIS order

Worklist Menu

Allows opening the worklist shortcut menu

Send Fax

Allows sending approved reports and study forms by fax

Send Studies

Allows sending a DICOM study to another AE from the worklist

Show Priors

Allows viewing a patients' priors in a separate study filter on the worklist

Studies

Allows accessing Exa PACS/RIS

Study Delete

Allows deleting studies from a patient chart, and to delete selected images
fromseries.

Study Purge

Allows permanently deleting a study

Study Edit

Allows opening the Edit Study screen

500-000883A

611



Exa® PACS/RIS 1.4.33_P5 User's Manual

eXQ-PLATFORM

Study Forms Allows opening the Study Forms tab within the Edit Study screen
Change Status Allows changing the status of a study
Log API Log Allows viewing the API log, which tracks APl activity
Audit Log Allows viewing the Audit log, which tracks system-wide activity
Rcopia Log Allows viewing the Rcopia log, which shows Rcopia activity
Eligibility Log Allows viewing the Eligibility log
User Log Allows viewing the User log, which tracks system-wide user activity
Patient Activity Log Allows viewing the Activity log within the patient chart and Edit Study
screen
Alergies Allows viewing the Allergies tab in the Edit Study screen, and editing patient

allergies

Allergies (Read only)

Allows viewing the Allergies tab in the Edit Study screen (only).

Break the Glass

Allows use of the Break the Glass function to access confidential records.

Eligibility

Allows using third-party services to request confirmation of insurance
eligibility

Eligibility (Read only)

Allows viewing eligibility requests/results if previously requested

Clinical Summary Transmit

Allows creating, viewing, and transmitting the Clinical Visit Summary/CCD
file

Export CCD

Allows encrypting and downloading of patient charts for physician referrals

Family Health History

Allows completing the Family Health History form for a patient's first-
degree relatives

Film Tracking

Allows check-out and tracking for 'hard' films from the library

Immunization

Allows adding and editing patient immunization records

Immunization (Read Only)

Allows viewing patient immunization records

Allows adding, submitting, editing, and deleting laboratory tests and results

Lab Orders
records
Lab Orders (Read Only) Allows viewing laboratory tests and results records
Medications Allows adding, editing, and deleting prescribed medications, supplements,

and OTC products through Rcopia

Medications (Read Only)

Allows viewing prescribed medications, supplements, and OTC products
through Rcopia

Merge Patients

Allows merging of patient charts

Outside Referrals

Allows importing CCD/CCR files into the patient chart from the referring
provider

Patient Alerts

Allows selecting alerts or adding custom alerts and notes to a patient chart

Patient Arrival Worklist

Allows viewing the patient arrival worklist when patients use the kiosk to
checkin

Patient Clinical Rules

Allows creating clinical support rules
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Patient Documents

Allows uploading and scanning documents to a study or patient

Patient Encounter

Allows viewing fees associated with CPT codes and associated fees or
charges

Patient Guarantor

Allows adding a guarantor to a patient's insurance

Patient Information

Allows opening the Patient Information tab in the patient chart and Edit
Study screen

Patient Insurance

Allows opening the Insurance tab in the patient chart and Edit Study screen

Patient Prescriptions

Allows submitting prescriptions to a pharmacy, formulary checking, and
adding, editing, and deleting prescribed medications through Rcopia

Patient Prescriptions (Read Only)

Allows viewing of prescribed medications through Rcopia

Patient Search

Allows searching for patients from the Patient tab in the patient chart

Patient Studies

Allows opening the Studies tab within the patient chart and Edit Study
screen

Patient Orders

Allows viewing the Orders tab within the patient chart

Payment History

Allows opening the Payment History tab in the patient chart

Pending Follow-ups

Allows viewing follow-up appointments

Pending Referrals

Allows viewing referrals

Problems

Allows editingin the Problemstab in the Edit Study screen (to add and edit
diagnosis codes)

Problems (Read Only)

Allows viewing the Problems tab in the Edit Study screen

To Be Reviewed

Allows opening the To Be Reviewed tab in the patient chart.

Transition of Care

Allows exportinga CCD file and sending it to a referring physician via email

Vital Sign (read Only)

—Allows viewing a patient's vital signs on the Edit Study screen

Vital Signs

Allows adding and editing a patient's vital signs on the Edit Study screen

Patient Claim Inquiry

Allows viewing patient claim information

Patient Claim Inquiry (Read Only)

Allows viewing patient claim information

VIP

Allows designating patients as VIPs

Peer Review

Peer Review Allowance

Allows managing automatic peer review assignments

Peer Review Manual Appointment

Allows manually assigning peer reviews from the worklist

Peer Review Operational

Allows generating the peer review operational report

Portal Reg Users

Portal Reg Users

Allows managing registered users of portals, such as Patient Portal

Reports

All rights in this category allow creating the corresponding report

Study Details

Cancellation Reason

My Reports

Completed Schedules

Date of Service Payment Summary
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Export Completed Studies

Export Peer Review [unused]

Insurance Balance Aging

Marketing Rep Activities

Monthly/Daily Study Goals

Patients Worksheet

Referrals Variance

Referring Physician Study Count

Report Filter

Report Provider

Relative Value Units

Scheduler Activity

Studies Breakdown

Studies by Modality

Studies by Modality Room

Modality Breakdown

Transcription Study Count

Turnaround Time (TAT) - Calculated

Fees by Facility and Modality

Fees by Radiologist and Modality

Unfinished Studies

Unsigned Orders

STAT Tracking

Insurance vs LOP

Marketing Report Export

Technologist Productivity

Audit Trail
Schedule Add Study Allows creating new studies, such asin the Edit Study screen.
Allow Double Booking Allows double-booking an appointment if available for the facility
Allow to edit Accession Allows editing study accession numbers
Approved Report Allows viewing approved radiology reports
Assign Vehicle Allows assigning a vehicle to a study for Mobile RAD
Available Slots Allows using the Find/Available Slots screens
Billing Allows viewing information from the Edit Study screen
Charge and Payments Allows opening the Charges and Payments tab within the Edit Study screen
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Allows opening the Payments area of the program

Patient Payment History

Allows viewing patient payment history and printing payment receipts

Chief Complaints

Allows adding and editing chief complaints in the patient chart

Chief Complaints (Read Only)

Allows viewing chief complaintsin the patient chart

Clinical Overview

Allows opening the patients clinical overview

DICOM Edit

Allows editing DICOM information within the QC and Exam Information
tabswithin the Edit Study screen

Education Material

Allows opening the Educational Material tab in the Edit Study screen

Follow Ups

Allows scheduling follow-up appointments in the Follow Up tab in the Edit
Study screen

Follow Ups (Read Only)

Allows viewing follow-up appointments on the Follow Up tab in the Edit
Study screen

Insurance Authorization

Allows adding and editing insurance authorizations for studies

Medical History

Allows adding, editing, and updating patient medical histories

Medical History (Read Only)

Allows viewing patient medical histories

New Order Allows creating new orders
Notes Allows entering study notes, patient notes, schedule notes, reasons for
studies, and call log entries
Allows viewing study notes, patient notes, schedule notes, reasons for
Notes (Read Only) g y P

studies, and call log entries

Order Forms

Allows adding custom forms to orders from the Custom Forms tab in the
Edit Study screen

Order Forms (Read Only)

Allows viewing custom forms added to a study from the Custom Forms tab
in the Edit Study screen

Order Images

Allows ordering images or reports from the Studies tab in the patient chart

Order Summary

Allow opening the Summary tab in the Edit Study screen

Ordering Physician Search

Allows using the magnifying glass to search the Provider Setup screen and
NPPES website for an ordering physician to add to an order

Quick Block

Allows creating a quick block (schedule block) from the schedule book

Patient Demographics

Allows editing information in the Patient Information tab in the patient
chart and Edit Study screen

Priority

Allows assigning priority to the study from the worklist and in the Additional
Information tab within the Edit Study screen

Recent Schedules

Allows scheduling/copying appointmentsin the Recent Schedules screen if
available for the facility

Recent Schedules (Read Only)

Allows viewing appointmentsin the Recent Schedules screen if available
for the facility

Reference Document

Allows assigning a reference document to an order and providingit to the
patient

Referrals

Allows entering information for referrals to another provider

Schedule Book

Allows viewing the schedule book
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Schedule in Non-working Time Slot

Allows scheduling appointments in non-working timeslots from the
schedule book

Stat

Allows setting STAT levels for a study or order from the worklist

Status Validation

Allows validating a study in the Validation screen when validation rules are
set within the Study Status workflow

Study CPT Update

Allows updating the CPT of a study

Study Education Material

Allows opening the Educational Material tab in the Edit Study screen

Teaching Study

Allows creating a DICOM teaching study from the worklist and within the
viewer

Transcription

Allows editing report transcriptions

ExaTrans2 Multipanel

Allows using Exa Trans2 in the multipanel, and using the multipanel without
Exa Trans2.

Vehicle Assignments

Allows viewing the list of scheduled/dispatched vehiclesin using Mobile
RAD

Edit Requesting Date

Allows editing of the initially requested date for an exam

Setup

Appointment Types

Allows adding, editing, and deleting appointment types

Body Parts Allows adding, editing, and deleting body parts
Cognitive Status Allows adding, editing, and deleting cognitive statuses
CPT Allows adding, editing, and deleting CPT codes

Custom Forms

Allows adding, editing, and deleting custom forms, and attaching themto
studies

DB Totals

Allows using the DB Totals function

DICOM Receiver Rule

Allows creating and managing DICOM receiver rules

DM List

Allows viewing the DM Manager and list of DMs

DM New

Allows creating a new view in the DM Manager

EDI Translations

Allows creating and managing EDI translations

Editor Template

Allows creating, editing, and deleting Editor templates

EDI Rule

Allows creating and managing EDI rules

Email Template

Allows creating and assigning email templates for the Confirmation screen

Notification Templates

Allows creating and assigning templates sent to referring physicians

Cover Sheets

Allows creating and assigning cover sheets for approved reports

Exam Authorization

Allows opening the Exam Authorization tab

Exam Authorization Override

Allows scheduling that breaks authorization rules

Export Summary Allows exporting summary totals
Facility Allows adding, editing, and deactivating facilities
Market Allows configuring regional markets

Fee Schedule

Allows creating and editing billing fee schedules and contracts

500-000883A

616



Exa® PACS/RIS 1.4.33_P5 User's Manual

Facility Fee Schedule

eXQ-PLATFORM

Allows creating a fee schedule based on facility and modality for the Fees
by Facility and Modality report

Provider Pay Schedule

Allows creating a pay schedule for radiologists, which is used in the Fees by
Radiologist and Modality report

Provider Location Information

Allows managing provider location information

Form Builder

Allows creating and editing electronic study forms, and managing their
attachment

Functional Status

Allows adding, editing, and deleting functional statuses

Gadgets

Allows adding, arranging, and viewing gadgets within the user's dashboard

Hanging Protocol Groups

Allows editing DM (hanging protocol) settings for user groups, modalities,
and other categories

SR Report Queue

Allows opening the Structured Report Queue tab, which shows the status of]
outbound DICOM SRs

Issuers

Allows adding and editing issuers of patient IDs

ICD

Allows adding, reloading, and importing ICD, SNOWMED, and LOINC code
files

Insurance Provider

Allows adding, editing, and deleting insurance providers and assigning them
toafacility

MatchingRules

Allows creating rules for matching DICOM studies

Macro Notes

Allows configuring macro notes

Modality

Allows adding, editing, and reordering modality priority

Modality Room

Allows adding and editing modality rooms

Monthly Goals

Allows creating and editing monthly study count goals by modality for the
Monthly Goals operational report

No Shows

Allows setting an appointment to a no-show status from the worklist and
schedule book

Ordering Facility

Allows adding and editing ordering facilities

Patient Portal Log

Allows viewing Patient Portal activity

Allows creating and editing place of service mappings for POS codes,

HORIET) addresses, and mobile dispatching addresses
BillingRules Allows adding, editing, and deleting billing rules for ordering facilities.
Provider Allows adding, editing, and importing resources such as referring providers,

reading providers, and technologists

Provider Group

Allows adding and editing groups of providers

Provider Organizations

Allows adding and editing provider organizations

Queue

Allows viewing the status of outbound DICOM studies

Rcopia Transactions

Allows viewing Rcopia transactions

Report Template

Allows user to create and edit report headers for approved reports within
the Report Template tab

Report Queue

Allows resending and viewing the status of outbound emails and faxes such
as approved reports, notifications, scanned documents, and study forms
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Allows opening the Structured Report Queue tab, which shows the status of]

SRR QN outbound DICOM SRs

Allows adding, editing, deleting, and associating templates with facilities,

Transcription Template modalities, and study descriptions used for transcription

Allows creating routing rules for DICOM studies to send, print, or perform

ReRHURNES an HL7 action

Allows adding and editing schedule blocks that display on the schedule

Sl e book and Find Slots screens

Schedule Filter Allows adding and editing filters of the schedule book

Schedule Rules Allows adding and editing individual rules within a schedule template

Allow Editing of Display Block Colors | Allows editing the color of blocks on the schedule book

Schedule Templates Allows adding and editing scheduling templates

Study Filter Allows adding, editing, and deleting worklist study filters

Update Global Study Filters Allows updating global and shared worklist filters

Study Flag Allows adding and editing study flags

Study Status Allows adding study statuses and associating them with study flows
Study Status - Read Only Allows opening the Study Status tab to view study statuses and flows
Templates Allows adding and editing structured reporting templates

Auto Suggestions Allows adding and editing auto suggestions for structured reporting
Keywords Allows adding and editing keywords used for structured reporting
Image Hotspots Allows navigating through a cardiac US cine series

SR Mapping f;ggfsadding and editing mappings of DICOM properties to structured
Update URLs Allows adding and updating Rcopia URLs

Allows viewing which users are currently logged on, and terminating

sereulns connections

Vaccines Allows adding, editing, and marking the inactive vaccines list

Vehicle Log Allows opening the Vehicle Log tabin Log Setup

Vehicle Registration Allows adding and managing available vehicles to dispatch in Mobile RAD
Vehicle Tracking Allows viewing the location of a vehicle

Locked Slots Allows locking and unlocking slots (scheduling time ranges) for scheduling

Allows creating and editing payer type groups or categories that can be

Insurance Provider Payer Type . ; .
associated to insurance companies

Allows creating and editing provider level codes and percentages to

Provider Level Codes associate with CPT codes, which are used in the Reading Provider Fees
report
Portal Configurations (Read Only) Allows viewing portal configuration settings.

Allows configuring links to appear on the patient, provider, and attorney

Portal Configurations
portals.
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NDC Codes Allows configuring NDCs.
User Mgmt. AD Groups Allows adding, editing, or deleting AD groups.
AD Users Allows adding, editing, or deleting AD users.
User Allows managing individual user access to the system

User Assigned Patients

Allows viewing the list of patients who are currently assigned to specific
users

Allows viewing the list of studies that are currently assigned to specific

User Assigned Studies
users

User Group Allows creating, managing, and assigning document types and user roles to
user groups

User Role Allows creating and managing rights

Copy Profile Settings

Allows copying profile settings from one user to another

External Apps

Allows configuring Exa PACS/RIS to work with external applications

Viewer Options

Cardiogram Settings

Allows configuring cardiogram settings in Viewer Settings

External Tools

Allows configuring options in the External Tools tab in Viewer Settings

General Information

Allows configuring options in the General tab of Viewer Settings

Interface Settings

Allows configuring optionsin the Interface tab of Viewer Settings

Mammography Options

Allows configuring options in the Mammography tab of Viewer Settings

Modality Options

Allows configuring optionsin the Interface tab of Viewer Settings

Overlay Settings

Allows configuring options in the Overlays tab of Viewer Settings

Tools Settings

Allows configure optionsin the Tools tab of Viewer Settings
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The following table lists all of the reports available on the Exa platform. Some reports may not be available to you

depending on your product and configuration.

Billing/Reports

Aged AR Detail

AR aging by facility, responsible party, and payer by cutoff date and
selected facilities, in detail

Aged AR Summary AR aging by facility, responsible party, and payer by cutoff date and
selected facilities

Charges Charges for reconciling and reviewing the charges populated for any
date of service

Claim Activity Detailed claim activity history by claim date range

Claim Inquiry All submitted claims, and order payments and balances

Claim Transaction

All claims, and claim payments and balances

Collections

Claimsinthe Collections Review status

Credit Balance Encounters

Credit balance encounters

Diagnosis Count

Aggregate diagnosis count by ICD code and facility, by order date range

Modality Summary

Modality summary

Monthly Recap

Monthly recap

Patient Statement

Patient statement

Patients by Insurance

Patients seen within a date range by insurance

Payer Mix

Payer mix

Payments

Totals by payment and payer type, and how each charge line itemis
applied by accounting date range

Payments by Insurance Company

Calculated payments to each insurance company, by patient

Payments Realization Rate Analysis

Accountswith a zero balance

Procedure Analysis by Insurance

Procedures by insurance

Procedure Count

Number of procedures approved by radiologist fee schedule

Reading Provider Fees

Reading provider fees

Referring Provider Count

Referring provider count

Referring Provider Summary

Referring doctor summary information

Transaction Summary

Transaction summary

Reports -
Schedule &
Reports

Daily Schedules

Information on studies performed by day

Export Completed Studies

CSV export of patient, study, and insurance details for completed or
approved studies

Marketing Rep Activities

Notes and activities that marketing representatives enter about
referring physicians

Unsigned Orders

not signed by referring physician. No longer used.
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Operations . Statistics on canceled studies with cancellation reason as a key
Cancellation Reason L oo
filtering criterion.
Number of orders (based on the current order status) by time of day
Scheduler Activity that a user ordered, scheduled, rescheduled, or canceled, by facility
and date range
Unfinished Studies not having selected study statuses, by facility and date range
Referrals Variance Number of stu@gs referreq by referring physiciansin the past 13
months, by facility, modality, and month
Studies Breakdown Number of studies by facility, modality, study date, and study status
Studies by Modality Aggregate study count by facility, modality, study date, and study
status
Studies by Modality Room Aggregate study count by facility and modality room
Modality Breakdown Numbgr of studies performed based on CPT or appointment type, by
modality
Technologist Productivity Numper of studies performed per technologist by facility, modality,
appointment type, and procedure code
Peer Review Operational Progress and results of peer reviews performed
Fees by Radiologist and Modality Summary and breakdown of fees for a modality, by radiologist
Shows turnaround time (TAT) calculated based on selected date, type,
Turnaround Time (TAT) - Calculated and study's approved date, by date range, facilities, and/or ordering
facilities
Relative Value Units CPTand RVU totals for reports signed off, by date range
Referring Physician Study Count Number of studies referred by referring physicians by date range
Completed Schedules Shows information about completed studies
. Number of studies performed in the month compared to the goal set in
Monthly/Daily Study Goals Monthly Goals Setup
. Number of studies marked as STAT. Includes approved studies that had
STAT Tracking L
a STAT level at any time in the past.
Transcription Study Count Agg_r_egate stud_y count of reports transcribed by transcriptionists, by
facility, modality, and study date
Insurance vs LOP Aggrega.te study couqt py modal.lty for insurance paid vs letter of
protection/personal injury studies
Marketing Rep Export Study |_nformat|on, bill _fees, and allowed amounts for referring
physicians and marketing reps
Audit Trail Break the glass Audit Trail report
Same Last Name User Audit Alberta only.
Patients Patients Worksheet Patient and study face sheetsin form
My Reports My Reports Allows opening the My Reports tab to view operational reports
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Settings in the claim entry screen

The following table describes the settings shown in the Claim Creation screen.

Charges Date Claimentry date, automatically assigned.

Accession No. Study accession number, automatically assigned.

CPT Description Type-to-search or select by CPT code.

P1..P4 Diagnosis pointers link the diagnosis code to a CPT. Type the first
diagnosis pointer in P1, and then add additional pointers as necessary.

M1..M4 Amodifier acts as a shortcut for making a pre-defined change to a
claim. Type the first modifier in M1, and then add additional modifiers
asnecessary.

Units Type the number of procedures of the selected CPT that were
performed.

Bill Fee The preconfigured charge for the procedure. Edit as needed.

Total Bill Fee The bill fee multiplied by the units.

Allowed The amount per-unit allowed by the insurance provider as configured in
the billing fee schedule.

Total Allowed The total amount allowed by the insurance provider as configured in the
allowed fee schedule.

Auth No. Type the authorization number provided by the insurance provider.

Exclude Select to exclude the charge frominvoices or claims, such as surgical
trays or other miscellaneous items not billed with the service.

Claims Study Date Automatically assigned.
ClaimDate Claim entry date, automatically assigned.

Facility Name

Select the name of the facility for scheduling purposes. It may or may
not be the same as the service facility.

Billing Provider

Select the provider issuing the invoice for the procedure.

Rendering Provider

Select the provider who performed the procedure.

Referring Provider

Select the referring provider.

Service Facility
Location/Ordering
Facility

Select the facility where the procedure was performed. For mobile
billing, select the ordering facility.

POS Type

Select the place of service code for the service facility.

Diagnosis Codes

Select and add all relevant ICD diagnosis codes.

Insurance (Primary,
Secondary, and
Tertiary)

Existing Insurance

Select a previously configured insurance profile, ifany.

Accept Assignment

[reserved]

Medicare Payer

For secondary insurance, select if the patient has Medicare Part B, and
then select the MSP rule to report in the list.

Carrier

Select the insurance carrier. The carrier’s address and other
informationisfilled in automatically.
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Policy No.

Type the insurance policy number.

Group No.

Type the insurance group number.

Coverage Start/End Date

Type the start and end dates of coverage, from the patient’sinsurance
profile.

Relationship

Select the relationship of the patient to the policy holder.

Subscriber Name

Type the name of the policy holder.

DOB Select the date of birth of the policy holder.
Gender Select the gender of the policy holder.
Address... Type or select the address, city, state, and postal code of the policy

holder.

Service Type

Available when not using Exa Clear.

Select the service type to which the procedure belongs.

Benefit On Date

Available when not using Exa Clear.

Select the date for which you want to verify eligibility.

Eligibility/Estimation

Select to verify eligibility and/or estimate coverage. See Verify eligibilit
and estimate coverage with Exa Clear.

Additional Info

Patient’s Condition Is
Related To:

Select a source of the condition if relevant for insurance purposes.

Accident State

Ifyou selected a source previously, type the state/province in which the
accident (source) occurred.

Date of illness Onset,
Injury/Accident, or
Pregnancy (LMP)

Select the date of onset, accident, or first symptoms. In the Other Date
box, enter additional datesrelated to the accident or injury, if needed.

DatesPatient Unable to
Work at Current
Occupation

Select adate range in the From Date and To Date boxes.

Hospitalization Patient
Related to Current

Select a date range in which the patient was hospitalized, if relevant.

Services

Claim Notes Enter notes for the claim. How different from Billing notes.

Outside Lab Select ifentering a claim for a lab external to the current facility.
Original Ref The original reference number returned by Medicaid or Medicare if they

are the primary payer. This number can be submitted to a secondary
payer.

Claim Authorization No.

Type the claim authorization number.

Frequency

Ifyou must submit a corrected claim to the insurance provider, use this
option to code it as such.

Ifset to 1, remove the original ref. number.

Ifset to 7, include the original ref. number.

Delay Reasons

Reason for delayed billing. Confirm with the insurance carrier before
selectinga reason.
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Billing Summary

[Amounts]

Totals for fees charged, payments made, adjustments, claim balance,
allowed amounts, other payments, and refunds.

Bill Fee: Mapped to the total claim amount. If multiple accessions are
billed on one claim, the claim inquiry shows the amount of the first
accession.

Claim Status

Select a claim status. You can use the status selected here for sorting
inthe Claims screen. This status changes as the claim moves through
payment cycles.

Billing Notes

Type notesto appear in the Notes column of the Claims screen. Thisis
different from Claim notes, which are submitted with the claim.

Billing Codes

Select a preconfigured billing code to flag claims for your own specific
purposes.

Billing Class

Select a preconfigured billing class to flag claims for your own specific
purposes.

Responsible

Select the party responsible for payment. For mobile billing thisis
especially useful to select if the ordering facility and service location
are different.

Payments Accounting Date The entry date of the payment, assigned automatically.

Payer Name Select the payer.

Pymt. Mode Select the type of payment.

Check/Card No. If the payment mode is “Check,” type the check number.

Apply Select to apply the payment to the current claim.

This Pay. Areference value. Select the Apply button to enter payment
information.

This Adj. Areference value. Select the Apply button to enter an adjustment
amount.

Payment ID Automatically assigned serial number for the payment.

NEW PAYMENT Select to add a new payment.

See also:

Add codes and other basic data
Configure procedure codes

Verify eligibility of preorders and studies with PokitDok
Verify eligibility and estimate coverage with Exa Clear

Measurement accuracy limits

eXQ-PLATFORM

Length Ruler mm +2 mm
Angle Protractor ° +2°
Area Calculated cm”™2 +5%
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Ratio Calculated +2%

Viewer tools and keyboard shortcuts

The following table lists all tools that are available in the viewer toolbar and shortcut (context) menu, and that are
available as keyboard shortcuts. See corresponding topics for the functions of the tools.

Bold = Tool appears by default, cannot be removed.
TB = Toolbar (main, top, bottom, left), CM = Shortcut (context) menu, KS = Keyboard shortcut, ETS = Exa Trans shortcut

:

3D Ray B, CM, KS Drawsa 3D ray on animage. Select to place a vertex on one plane, and the ray extends through the
image on all planes.

3D Cursor | TB,CM,KS Displays a cursor in other open planes that follows the motion of the cursor in the active plane.

3D Angle TB,CM Clickthree pointsto create the angle. The angle appears at the same coordinates on all series with
the same frame of reference.

3D Measurel TB,CM Click two points (or drag and click). The measurement appears at the same coordinates on all series
with the same frame of reference.

v]
o
o
=
=
=
]
&

3D Point TB,CM Clickto add the point. The point appears at the same coordinates on all series with the same frame of
reference.
3DROI TB,CM Available in a future release.
AR B, CM, KS Plots pointsto represent angular rotation.
Actual B, CM, KS Displaysimages in their real-life anatomical dimensions.
Image Size
Add to CM, KS Adds the current image to the DICOM print queue for later printing.
DICOM
Print Queue,
- Image
Add to CM, KS Adds the current series to the DICOM print queue for later printing.
DICOM
Print Queue,
- Series
E Angle TB,CM, KS Measures and annotates an angle.
Marker
E Annotate B, CM, KS Select thistool, then select an annotation tool and annotate the current image to add the same
Series annotation to all images in the series. Does not support 3D annotations.

Annotate B, CM, KS Select, and then apply a 2D annotation to a tagged image to annotate all tagged images.

Tagged

Images

Approve ETS Approves the current study.

Approve ETS Approves the current study and opens the next study.
and Next
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. Arrow B, CM, KS Draws an arrow.
Audio CM [Discontinued]
Annotation
E! Auto W/L B, CM, KS Automatically optimizes the W/L.
ﬂ Bone TB,CM Controls contrast between bone and other tissues.
Enhance
’; CAD TB, KS Displays CAD findings, with a button menu for selecting specific findings. Available when CAD findingg
are present in the opened study. The following can be set independently.
- BTO Jump to Next Finding
- Toggle Breast Density
- Toggle Breast Geometry
- Toggle Calcification Clusters
- Toggle Individual Calcification
- Toggle Malc
- Toggle Nipple
- Toggle All Study
- Toggle Current Image
m Center TB,CM Clicktwo points. The center point between themisindicated.
Point
Change B Setsthe slice thickness.
Slice
Thickness
Change CM Right-clickan annotation, select Change Annotation Color, and then select a color in the sub-menu.
Annotation Prerequisite: Configure two or more annotation colors in viewer settings.
Color
CL CLAHE TB, KS Contrast limited adaptive histogram equalization. Turns CLAHE mode on/off. Improvesimage
contrast.
Close KS Keyboard shortcut for the Close Series option in the image cell's upper-right shortcut menu.
Series
Close Study| KS Keyboard shortcut for Partial Close.
E Cobb Angle | TB, CM, KS Measuresa Cobb angle.
Context B Displays the viewer shortcut.
Menu
Context B, CM, KS Displays a linked image at the same X, Y, Z angle as the current image.
Tool
Contrast CM Applies a fixed image contrast adjustment.
Enhance
m Create TB,CM Createsateaching (ung.) study.
Teaching
Study
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Annotationg

E CTRatio TB, CM, KS Displays the angle between two lines. Use to calculate the angle between vertebra.
Curve TB, KS Clicktwo points to estimate curvature fromthe center of the end vertebrae to the center of the
apical vertebrae.
= Cutlines B, CM, KS Shows/hides cutlines, if present.
u Default TB, KS Selects the standard pointer tool.
Delete CM Right-click an annotation and select Delete Annotation to delete.
Annotation
Delete CM Deletes all annotations of the same type (such as text annotations) on the current image only.
Same Type
Annotation
E Delete All | TB,CM, KS Deletes all annotations.
Image

Delete
Series
Annotationg

TB,CM, KS

Deletesall annotationsin the current series.

Delete All
Study
Annotationg

TB,CM, KS

Deletesall annotationsin the current study.

Delete CM Available with Study Delete rights. Select to delete the current series.
Series
Delete CM Available with Study Delete rights. Select to delete a single image from a series.
Image
E DICOM TB,CM Sends the image to a DICOM printer.
Print
E DICOM B, CM, KS Displays a list of DICOM values associated with the current image.
Values
or
View
DICOM
Values
n DM TB,CM Opens display management settings.
Settings
DM KS DM navigation functions:
DM Next
DM Next Current
DM Next Group
DM Next Prior
DM Previous
DM Previous Prior
u Dot B, CM, KS Drawsa dot.
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Download | CM, KS Downloads the current image to the default download folder on the workstation.
Image
Download | CM Downloads the current series to the default download folder on the workstation
Series
Download | CM Downloads the current series as an MP4 video, saved in a selectable frame rate.
Seriesas
MP4
‘f Edit B, CM, KS Turns Edit mode on/off. Edit mode allows editing of previously set annotations.
Annotationg
Ellipse B, CM, KS Draws an ellipse.
Enable Cine[ CM, KS Select to turn on scrolling of series images with the mouse wheel.
. External TB,CM Reserved for opening an external application.
Tools
E Fitto B, CM, KS Restores original zoom level.
Window
n Flip TB,CM, KS Flips the image acrossits horizontal or vertical axis (hover over the tool to select between axes).
E Frames B Selects the number and arrangement of frames to display in the viewing area.
f.j- FH Measurg TB,CM Takes freehand measurements.
b Freehand | TB,CM,KS Freehand-drawsan ROI.
ROI
m Histogram | TB,CM Displays a histogram.
m HO Angle B, CM, KS Draws a horizontal orthogonal angle.
or
Horizontal
Orthogonal
Angle
. Horizontal | TB,CM, KS Draws a horizontal line.
Line
HU B, CM, KS Displays the pixel value in Hounsfield Units.
or
Hounsfield
Units
I] Invert TB, CM, KS Inverts black/white values.
L Marker B, CM, KS Adds an L (left) marker.
n Line B, CM, KS Draws a straight line.
Linking KS After linking two series, the Linking keyboard shortcut turns linking ON and OFF
m LinkAuto | TB,KS Links two or more series that are open.
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Link Manual| TB, KS Links user- speCIfled frames between panels.
El Mask Image| TB [Discontinued]
H M Compare| TB,CM, KS Measurement comparison. Click a first and second point, then double-click a third point. Displays
or the distances between the points.
Measure
Compare
n Magnify B, CM, KS The "magnifying glass tool," displays a movable zoomed area.
Measure B, CM, KS Measures between two specified points.
EZEd vPr B, KS Multiplanar reformation. Select to generate and display coronal, sagittal, and MIP (maximum
intensity projection) stacks from an axial image.
Next Series| KS Keyboard shortcut for moving to the next available seriesin the study.
m OnetoOne | TB,CM, KS Displays the image initsoriginal DICOM size.
OpenNext [ KS Auto Open Next Study option.
Study
Pan TB, CM, KS Drags the image any direction.
n Patient B Opens an independent window for viewing, scanningin, and attaching patient documents. Turns blue
Documents] when documents are available.
Pencil B, CM, KS Freehand-drawsa line.
E Perfect B, CM, KS Drawsacircle.
Circle
Play B Starts cine looping.
Frames
Pre- ETS Pre-approves the current study.
Approve
Presets CM Display Window/Level presets
Previous KS Moves to the previous series in the study.
Series
E Print B Sendsimages to a non-DICOM printer.
Images
ﬂ Prior B Opens reports. Turns blue when reports are available. Opens prior approved reports regardless of
Reports DICOM status (including non-imaging priors).
® R Marker B, CM, KS Adds an R (right) marker.
Radial TB,CM, KS Draws aradial angle, which is the angle of the distal radial surface with respect toa line
Angle perpendicular to the shaft.
Radial TB, CM, KS Draws a radial length.
Length
E Rectangle | TB,CM,KS Drawsarectangle.
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Annotationg

Reset TB, KS Undoes all unsaved changes to the image within the active viewing cell.
Frame
Reset TB, KS Removes any linkages.
Linked
Series
@ Reset Stack| TB, CM, KS Restore imagesin a stackto their last-saved ordering.
Reset Study| CM Resets all unsaved changesin the series.
Object
Reset B, CM, KS Reverts non-permanent modifications to imagesin the viewer (zoom, rotation, Window/Level etc.) to
Viewer their original state.
ﬁ ROI B, CM, KS Draws an ellipse to specify an ROI.
Rotate B, CM, KS Rotates the image 90 degrees clockwise.
Right
(Right) Hover over the rotate button to reveal the rotate left button.
Rotate B, CM, KS Rotates the image 90 degrees counterclockwise. Hover over the rotate button to reveal the rotate
(Left) left button.
Save ETS In Exa Trans, saves the current transcription.
Save B Savesthe current state of annotations.

Save Image | KS Savesthe current image annotations.
Annotations
Save Series| KS Savesthe current series annotations.
Annotations
Save Study | KS Savesthe current study annotations.
Annotations
Save MPR [ CM Saves the current MPR-generated images.
Skip ETS In Exa Trans, skips the current study and moves to the next.
E Span B, CM, KS Switches between moving and spanning.
or
Scroll/Span
Images
m SetKey TB, CM, KS Setsthe current image as a key image.
Image
Send CM Opens a dialog for sending the current image to selected AEs.
Image/
Annotations
E Settings | TB,CM Displays the settings dialog.
n Show Prior | TB Opens a dialogwith a list of priors that you can select to display in the prior bar.
List
E Shutter Box| TB, CM, KS Adds an rectangular shutter.
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Shutter B, CM, KS Draws an elliptical shutter.

Ellipse
ﬁ Shutter TB,CM, KS Draws a freehand shutter.
Freehand
Spine Label | TB,CM Adds vertebrae labels to spinal images.
Spine Label | TB Adds vertebrae labels from common starting points.
Short
Spine Label| TB,CM Adds vertebrae labels on all series with the same frame of reference.
3D
Spine Label | TB Adds vertebrae labels from common starting points on all series with the same frame of reference.
3D Short
f)‘ Spine Label | TB Adds vertebrae labels to the same anatomy on all series with the same frame of reference.
3D Short
Spine Label| TB Adds vertebrae labels from common starting points to the same anatomy on all series with same
Quick3D frame of reference.
Short
n Study B Displays a dialog for reading/writing notes.
Notes
Switchto | KS For mammography, switches from 3D to 2D view, if available
2D
Switchto | KS For mammography, switchesto BTO view, if available
BTO
Switchto C| KS For mammography, switchesto C view, if available
View
TagImages | TB, CM, KS Clickto tagimagesin a series for batch annotation.
Text TB, KS Draws text.
m Toggle B, KS Shows/hides annotations.
Annotations
Toggle B, CM, KS Shows or hides overlays. For MG studies, also shows or hides MG-related information. See also
Overlays "Toggle DICOM Overlays."
m Toggle TB,CM Shows/hides DICOM overlays.
DICOM
Overlays
n Transcripti | TB Opens anindependent dictation and transcription window.
on
H Triangulatio| TB, CM, KS Displays the context tool at the same coordinates on all series with the same frame of reference.
n
m Untagall B, CM, KS Untags any images tagged (selected) for batch annotation.
Images
u Vertical TB,CM, KS Draws avertical line.
Line
E Window/Le | TB, CM, KS Adjusts the window/level.

vel
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Zoom TB, CM, KS Zooms the image in/out.

Details on Linked Reporting

Statuses of linked reports

e Any activity related to retaining the STAT level of a main study also applies to any of its linked studies.
e Any activity related to TAT recording (approval time) on a linked main study also applies to any of its linked
studies.
e When you unlink an approved study, the study reverts to Unread status.
¢ When a main study changes to Approved status, so do its linked studies. In addition:
e The order status of the linked studies changes to Check-Out.
e The approving physician and/or pre-approving physician and approved date are added to the main and
linked studies.
e When a main study changes to the following RAD-related statuses, so do its linked studies.

Draft
Transcribed
Pre-Approved
Dictated

Approved-Coded (APCD status)

¢ When you add an addendum to a main study and the study status changes, its linked studies change to the
same status, including the following.

Draft - Addendum
Transcribed - Addendum
Approved - Addendum

Dictated - Addendum

e When you right-click a main study and select Exam > Reset Transcription, the main study and linked studies
are reset to Unread status.

e When you change a main study from Approved to an earlier status, you are prompted to unlink its linked
studies. The main study changes to the selected status, and the linked studies change to Unread status. The
report remains with the main study.

¢ When you change the status of a linked study, you are prompted to unlink it from the main studies. The
linked study changes to the selected status, and no other studies are affected.

e When you reset the transcription of a main study, this resets the transcription for the main and linked
studies, and sets their statuses to Unread. The studies remain linked.

¢ When you reset a main study with an approved report, you are prompted to unlink its linked studies. The
main study changes to Scheduled status, and the previously linked studies change to Unread status.
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o When you reset a linked study with an approved report, you are prompted to unlink it from the main study.
The study changes to Scheduled status, and other studies are unaffected.

Considerations when transcribing linked studies

e When transcribing a main or linked study, the transcription lock is applied to the main study and all linked
studies (in both Exa Trans and Web Trans). The following actions release the transcription lock on all
studies:

Close the transcription
Sign out of Exa PACS/RIS
Approve the study (E-sign and Approve, Approve and Next, or Pre-Approve)

Using Skip or Not Approve

e Immediately after you link studies, Exa Trans and Web Trans updated accordingly, even if a transcription is
open. This includes updating of the report header with information from the linked studies.
e Exa Dictation audio files are available in the viewer and in Web Trans for all main and linked studies.

Which reports can you link?

When you select to link reports, Exa PACS/RIS automatically displays a list of reports that are available to link. These
studies:

e Have a study date 3 days before or after the main study
e Have a status other than Ordered, Cancelled, Rescheduled, No Show, Read, or Approved
o Are from the same facility as the main study

Mammography views
In mammography there are two main view "families," CC and MLO. Each family contains multiple sub-views.
CC Family MLO Family
CC e Craniocaudal MLO ¢ Mediolateral Oblique
e . e Superior — Inferior : : e Superomedial —
+ e C-Arm Angle: 0 degrees Inferomedial
K e C-Arm Angle: 30-60
: degrees
1 -'l 1 [}
XCC e Exaggerated ML ¢ Mediolateral
Craniocaudal ¢ Medial-Lateral
e Superior — Inferior e C-Arm Angle: 0 degrees
e C-Arm Angle: 0 degrees
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=

=

Caudocranial
Inferior — Superior
C-Arm Angle: 0 degrees

XCCL o Exaggerated LMO Lateromedial Oblique
- e Craniocaudal Lateral Inferolateral — Superomedial
+ e Superior — Inferior Oblique
: e C-Arm Angle: 0 degrees d C-Arm Angle: 90-180
& degrees
XCCM o Exaggerated LM Lateromedial
-t - Craniocaudal Medial = Lateral-Medial
+ Superior — Inferior w“‘.I C-Arm Angle: 90 degrees
C-Arm Angle: 0 degrees c:*:)'- =
L1 ";'r
e From Below: SIO Superolateral to

Inferomedial Oblique
Superomedial —
Inferomedial Oblique

C-Arm Angle: 1-90 degrees

The following views are also available:

ID - Implant displacement

CV - Cleavage view
AT - Axillary tail

RL - Rolled lateral
RM - Rolled medial
RI - Rolled inferior
RS - Rolled superior

MAG - Magnification
S - Spot compression

TAN - Tangential
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Install and configure tools

This section contains the following topics.

Add the Chrome extension
Install Exa Trans

Install Exa Dictation

Install OPAL tools

Install Exa Client Viewer
Install Exa Scans

Install Exa Launcher

Install Exa Tool

Install and configure local cache
Add a trusted IP or URL

Add the Chrome extension

You can add an extension that configures your Chrome browser to work with multiple monitors. After adding the
extension, you can configure display settings for the monitors you will use.

Procedure
1. Onthe burgerE menu, on the TOOLS submenu, select CHROME EXTENSION.

2. Onthe Chrome_MultiMonitor page, select Add to Chrome.

Note: If the 'Add Chrome_Multimonitor? message appears, select Add extension.

3. Onthe worklist, on the upper toolbar, select the settings E button, and then in the button shortcut menu, select
Viewer Settings.

Manitors on System 3 RG>

4. Onthe GENERAL tab, under Display Settings:

a. Selectthe Monitors on System box
b. Selectthe refresh — button

c. Select the identify <> putton.
5. Inthe table of monitors:
a. Inthe Monitor column, select all monitors that you want to use.

b. Inthe Current column, select the monitor to hang current images and thumbnails.
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c. Inthe Prior column, select the monitor to hang prior images and thumbnails.

@ Note: When using a hanging protocol, the Current and Prior settings in the table only control where the

thumbnails hang.

6. Optional. In the Orders column, select an item to auto-open in the monitor.

7. Select SAVE.

Install Exa Trans

Radiologists who use Dragon for transcription must install Exa Trans.

Procedure

1. Onthe burgerE menu, on the TOOLS submenu, select EXA TRANS.

Note: Chrome downloads ExaTransSetup.msi in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select ExaTransSetup.msi. Windows installs Exa Trans.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

Install Exa Dictation

Radiologists who use Dragon for dictation must install Exa Dictation.

Procedure

1. Onthe burgerE menu, on the TOOLS submenu, select EXA DICTATION.

Note: Chrome downloads exa_dictation_setup.msi in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select exa_dictation_setup.msi.

3. Windows installs Exa Dictation.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

Install OPAL tools

Many functions in Exa PACS/RIS require that you first install OPAL tools, such as import, CD import, and CD burning.

Procedure
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1. Onthe burgerE menu, on the TOOLS submenu, select OPAL TOOLS.

Note: Chrome downloads OpalToolsSETUP.exe in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select OpalToolsSETUP.exe. Windows installs Opal tools.

Note: If the User Account Control dialog appears, select Yes.

Install Exa Client Viewer

Exa PACS/RIS uses a server-side viewer, but you can also install the client-side Opal viewer.

Procedure

1. Onthe burgerE menu, on the TOOLS submenu, select OPAL VIEWER.

Note: Chrome downloads ExaClientViewerSETUP.exe in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select ExaClientViewerSETUP.exe. Windows installs the Opal viewer.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

Install Exa Scans

With Exa Scans, you can scan paper and other media and attach the scans to studies as DICOM data.

Prerequisite: You must uninstall any existing version of Exa Scans before installing a new one.

Procedure

1. Onthe burgerE menu, on the TOOLS submenu, select EXA SCANS.

Chrome downloads exa_docscan_setup.msi in the lower left corner of the browser. Wait until the download is

complete before continuing.

2. Selectexa _docscan_setup.msi.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

3. Inthe Welcome to the EXA Document Scan Setup Wizard, select Next.
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4. Onthe End User License Agreement page, select | accept the terms in the License Agreement checkbox,
and then select Next.

5. Onthe Destination Folder page, select Next.
6. Onthe Ready to Install EXA Document Scan page, select Install.
7. If the User Account Control dialog appears, select Yes.

8. Onthe Completed the EXA Document Scan Setup Wizard page, select Finish.

Install Exa Launcher

Exa Launcher is a background application that prepares studies to be opened by third-party applications such as PenRad,
PowerScribe 360, and MModal.

Procedure

1. Onthe burgerE menu, on the TOOLS submenu, select EXA LAUNCH.
Chrome downloads ExaLaunchExtApp.msi in the lower left corner of the browser.
2. Wait until the download is complete, and then select ExaLaunchExaApp.msi.

3. Ifthe UAC prompt appears, select YES.

Install Exa Tool

Exa Tool is a client side background application that facilitates opening of studies in OrthoView.

Prerequisite: Install and configure local cache.

Procedure

1. Onthe burgerE menu, on the TOOLS submenu, select EXA TOOL.
2. Wait until the download is complete, and then run exa_tool_setup.msi.

3. Follow the on-screen prompts.

Install and configure local cache

Local cache is a service that manages the copying of studies from the server to your local workstation for local use.

Configure the server

1. Onthe burgerE menu, select SETUP.
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2. Onthe OFFICE menu, select DICOM.

3. Onthe AETitle tab, select Add, and then enter the following settings.

AE Type Local Cache
AE Title (Remote) [Name with no spaces]
Description [Friendly descriptive name]

4. Select SAVE.

Configure the client

1. Onthe burgerE menu, on the TOOLS submenu, select CLIENT SERVICE.

Result: Your browser downloads exa_localcache_setup.msi to its specified folder for downloads (usually the
Windows Downloads folder).

2. Runexa_localcache_setup.msiand follow the prompts to install it.

3. Inthe Exa PACS/RIS worklist, select Settings E and select Local Service Settings.

4. Inthe Rendering Options screen, under Prefetch Configuration, enter the following settings.

AE Title Type the AE Title (Remote) name that you created in “Configure the server."

User Name Type a user name with rights to access studies on the server.

APl URL Type the address of the server hosting the studies that you want to locally cache.

Debug Mode Select to add additional troubleshooting information to logs.

Disable Oncall Turns automatic caching of the user-selected On Call worklist filter ON and OFF.

Allow Opal Receive Select to allow receiving, parsing, and storing of Opal protocol files. In the Opal Receive Port, type the
port number on which to receive Opal files.

Allow DICOM Receive Select to allow receiving, parsing, and storing of DICOM protocol files. In the DICOM Receive Port,
type the port number on which to receive Opal files.

5. Inthe Rendering Options screen, under General Configuration, enter the following settings.

API Timeout Type the number of seconds to keep the connection to the server open.
Study Timeout Type the number of hours to keep the imageservice/study thread open.
Prefetch Interval Type the number of minutes keep to studies in the send queue.

Cache Timeout Type the number of days to keep locally cached studies before purging.
Cache Directory Type the fully qualified path to the local cache

(default=c: \ vi zt ek\ exa\ cache\ | ocal cache)

Study Count Type the maximum number of studies to keep in local cache.

RAM Usage Type the maximum number of megabytes of RAM to use for prefetching and local rendering.
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Max Threads Type the number of simultaneous threads available to download studies.

Parallel Prefetch Leave blank.

Cache Disk Usage Move the slider to set the maximum percentage of hard disk to use for prefetching and local rendering.
Oncall Interval Type the number of minutes to elapse before checking for new studies to prefetch.

Prefetch Priors Select toinclude priors when prefetching.

Number of Priors Select the number of priors to prefetch.

Enable Skinline Select to make Skinline Detection available when viewing prefetched studies.

Detection

Cache Filter Page Size

6. Select ACTIVATE.

When local cache is active, a Disable checkbox becomes available in local service settings to turn OFF
local cache and stop related services and threads.

Add a trusted IP or URL

If access to an external server is needed to access to third-party apps, add the IP address or URL of the external server to
a list of trusted resources as follows.

Procedure
1. Onthe Exa PACS/RIS server, use File Explorer to go to the ...web\config directory.
2. In Notepad, open the express.js file.

3. Inthe app.use(helmet.contentSecurityPolicy({ area, under scriptSrc, add the IP or URL as in the example in
the following figure.

als.cspNonce} "

4. InControl Panel, select Administrative Tools, and then double-click Services.

5. Inthe list of services, select exa web.
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6. Use the toolbar to stop, and then start the service.

Location and contents of screens
Burger menu
The burger menu contains the following options.

Burger > Worklist

[Return to previously viewed page: Alt + Left Arrow]

Viztek, Pacs
COMFIGLIRATION
DAEHBOARD
WORKLIST
PATEENT ARRNAL WORKLIST

PATENT

CUERY/RETRIEVE

SCHEDULE

BILLING

PAYIAENTS

REPORTS

TOOLS

SETUP

PORTAL REG. LISERS

INTERFACE

Burger > PATIENT ARRIVAL WORKLIST

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIENT ARRIVAL WORKLIST

PATIENT

DHSPATCHING DASHEOARD

DUFERY/RETRIEVE

SCHEDULE

Burger > PATIENT

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIENT ARRIVAL WORKLIST

PATIENT

DHSPATCHING DASHEOARD

DUFERY/RETRIEVE

SCHEDULE

Burger > DISPATCHING DASHBOARD

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIENT ARRIVAL WORKLIST

PATIENT

DHSPATCHING DASHEOARD

DUFERY/RETRIEVE

SCHEDULE

Burger > SCHEDULE

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIENT ARRIVAL WORKLIST

PATIENT
DHSPATCHING DASHEOARD
QUERY/RETRIEVE

SCHEDULE

Schedule

BACK

-

SCHEDLULE

ANAILABLE BLOTE

PENDING FEFERAALS

=
]

PENDING FOLLOW-UPS

WEHICLE ASSIGNMENTS

E

WEHICLE TRACKING

El

Burger > BILLING

[Return to previously viewed page: Alt + Left Arrow]
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Wik, Pacs

DATHHOAHD

WORKLIST

PATIENT ARRIVAL WORKLIZT

PATIENT

QUEAY/RETRIEVE

SCHEDALE

EALLING

PAYMENTS

REFORTS

TOOLE

BETIF

POATAL REQ. LLSERE

INTERFACE

I, MR

Burger > SETUP

[Return to previously viewed page: Alt + Left Arrow]
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=

e

Wirtek, Poca

DASHBDARD

WDRKLEST

PATIENT ARRIVAL WORKLIET

PATIENT

QUERY/RETRIEVE

SCHEDULE

BILLING

PRYMENTS

REPOSTS

TS

BETUP

PORTAL REG, USERS

INTERRAGE

Burger > TOOLS

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIENT ARRIVAL WORKLIST

PATIENT

DHSPATCHING DASHEOARD

DUFERY/RETRIEVE

Worklist
Worklist > ALL STUDIES

= Worklist

ALL STUNNES

Worklist > Settings > User Settings

0 0 0 59 ok
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User Settings
Viewer Settings

Local Service Settings

Worklist > Settings > Viewer Settings

User Settings
Viewer Settings

Local Service Settings

Worklist > Settings > Local Service Settings

0 0 0 59 {o}

User Settings
Viewer Settings

Local Service Setfings
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Office menu

The setup area (or "office") menu contains the following options.

OFFICE > Office

Providers & Resources

Co Scheduling & Codes
0 DICOM
Billing
Meaningful Use
User Management
General
HL7

Co
Log
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Billing
Billing > Studies

MELAANLCE FROAIDERS

RODOLMT MU FATEERT ETUDY DATE

20230420 - 20250510

Tess 10l T, Aubiey HR BG4S 1100 A FOT
L FaFnrad Fedl19os, Fest1mas 0230519 930 AM EDT AARP MEDICARE COMPLETE
SRS 5 50 03 300515 1200 7PN EDT EARP HEALTH ADAVUNTAGE KER

Billing > Claims

LAIMS

Al
STLRY DATE CRL AR [ATE CLAM NUMOER FATIENT RAMI CLEARIM ORI EE DILLIN

121 52032 - 03475025 1 w A
O @@ & owosaoes 002023 g Test, Richard Worker Compangation Board  Diract B
b E & anzoz: o0z 8 Test, Jil Fatient
O 20 = eyitana =R TR R TP TP ¥ Feat dudy Patieni

Billing > Payments

Apphed Todal
BT BT e
B1518.00 E1ga0
PAFENTYPL  PSYER MAME FATIERT AN FAYMENT AF PAYMRIKT A OALAKCE ADIETRER. HOTLE FOSTED BY © PEYMENT- M~ CHLDR/CAR] FACLITY
*as AtEHE-11 DI2IANET sy ALTHAMLALTH PLS S¥I 0 1 0 S0 H{ x4 Caz= by Compa
FH AEHE-13 DI2MASET e ACTHAWLALTH PLY Sl 5 0D 0o 5300 Fa, Srimka Caak ity Campam]
* a1 G210 312341510 Patirt S50 D0 s 52020 50000 Rrcp, Hereilla Caa® Hrrrilis Taxt

Billing > Setup
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Test, Richard
Test, Jill

Test, Judy
Test, Judy
Test, Judy
Test, Stephane
Test, Stephane
Test, Stephane

Test, Helen

PATIENT MAME

CLEARI!

All

Warker C

Refresh Settings

Adjustment Codes
Billing Codes
Billing Classes
Claim Status

Collections Process

Delay Reasens

Billing Providers
Provider Id Code Qualifiers

Billing Messages
Fayment Reasons
CAS Group Codes
CAS Reazon Codes

Status Color Codes

Billing Validations
EDI/ERA Templates
EDI Clearinghouses
Insurance Mapping
Printer Templates

Auto Billing

Billing > Report
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Claims

BILLING METHOD

all
Electronic Billing
Patient Payment
Patient Payment
Patlent Payment
Patient Payment
Electronic Billing
Patient Payment
Electronic Billing
Patient Payment
Patlent Payment
Electronic Billing
Electranic Billing
Patient Payment

Electronic Billing

Report =

My Reports
Aged A/R Summary

Aged AR Details

Charges

Claim Activity

Claim Inquiry

Claim Tranzaction
Collections

Credit Balance Encounters

Diagnosis Count

Modality Summary

Monthly Recap

Patient Statemant

Payer Mix

Fayments

Payments Realization Rate Analysis
Patients By Insurance Company
Payments By Ins Company
Procedure Analysis By Insurance

Procedure Count

Reading Provider Fees

Reférring Provider Count

| O S L imY = ()
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Screens in the Edit Study screen
Edit Study > PATIENT INFORMATION

[} Patient, New (Acc#:PatNT120), 07/01/T977 , M, 46¥

ikt

Fpcdies *

DICOR Fatiaas 1D

Plorinal Fletug

Srvvoh g Slatd

Racial Ethnic

Al W8l

MY CORIPANY =

Paui 120

Ham

Fatiest

0101977

T

MAKKGE MTERKATE ACCOLINT MUM | IDENTIFIERS

*

E

St {fting
W el [ )

Paller! Flag

bl T

Patent nformations. [T I N NI

Belech

Belect

BTUDY : 30 RRDR 88

Licenae Ko Seaie

Eap. Dt

Emp. Snatus Salact
Emplowar Havs

Emp Addiwaz

Coty! Bipha TR

PhosaFas

': Reagan b

Rotes

Viewer Settings

Viewer > Settings

Viewer > Settings > General
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Viewer Settings

GENERAL . )
Display Settings
INTERFACE Monitors on System 3 TR C>
Monitor Current Prior Full Screen Orders Type
MODALITY
[J pispLAYT @] O O None v v
MAMMOGRAPHY DISPLAY2 @® (e B fiben = -
OVEREATS DISPLAY3 O @® & None v v
TOOLS
Autosave Options
EXTERNAL O . |
TOOLS Autosave Image Properties on Close
O Autosave Image Annotations on Close
[ Auto Mark Read Study on Close
[ Auto Upload Dictation on Close
[ Autosave Viewer Settings on Close
[0 Auto Open Next Study
[0 Auto Send Annotated Images on Close

Viewer > Settings > Interface
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SETTINGS
GEMERAL :
Toolbar Annotation
INTERFACE Toolbar Button Scale % B show Annotation
B oneClick Annotations
MODALITY Thurnbnail Bar Scale %
B show One-Click Annatations Button
Magnifying Glass Size P Fosbir z
MAMMOGRAPHY 200 acip B snnotation Edit Made
: O use Dot Curser
OWVERLAYS WL Acceleration B Edit Annotations after Creating
1a1 O Allow Drag Creste
TOOLS
Span Sensitivity B confirmn Annotation Delete
— [ [ 1 [ Parssatent Anngtation Toaol
EXTERMAL At D Lo High
TooLs 0 soan as Scroll Shew Meaguremems ln mm w
Thumbnail Column/Rows Colars
Viewer > Settings > Tools
SETTINGS
SAVE
GEMERAL
Toolbar Tools
INTERFACE Al b Tasls
O 3D Angle
MODALITY >abAAIN
n 30 Measure
=>TOR
MAMMOGRAPHY O 2D Paint
=>BOTTOM
0O  soAo
OVERLAYS *sLEFT
O DRy
==COMTEXTRMENU
TOOLS D 3D Cursar
>=RYED. SHIRTCUTS
|:| Angular Rotation
EXTERMAL
ToOLS 0 Aetual Image Size
O Creata Teaching Study
m Engbe Maker
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