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Patient Specific Group Communication

Introduction

IntelleChartPRO now supports sending patient specific messages to predefined groups of staff and/or to
multiple individual users. Once the message is received, any recipient may assign themselves to the
message allowing them to take ownership of the action item requested in the message.

This document describes the Winter 2019 Release of this feature and represents the first release of this

feature.

Feedback from this release will be incorporated with other enhancements for the next update.

As more enhancements are made, this user guide will be updated.
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Patient Specific Group Communication

Practice Admin Setup

Group Definition

To utilize the Group Communication feature of patient messaging, you must define the required groups
in the Practice Admin tool. There is a new screen in Practice Admin within the “Practice Settings” menu
called “Communication Groups”.

Admin Practice Data Practice Settings

Practice Motifications Practice Header Workflow Users Users Associations

My Settings

rmissions  SuperBill Rules  Allowed IPs

Communication Groups |Pe

To create a new group, Click the “New Group” command button on the upper right.

Admin My Settings Practice Data Practice Settings

Practice Notifications Practice Header Workflow Users Users fati C iication Groups. fssi superBill Rules  Allowed IPs

e New Group

You can give the group any name you wish and click “Create” to save the group. The next step will be to
assign members to this group.

Create New Group
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Patient Specific Group Communication

Group Membership

Once you have named your group, you can now assign staff members to this group. From the main
Group listing page, access the Action bar within the row of the group you wish to modify. The first icon
lets you define the membership to the group. Click that icon to begin the assignment.

Admin_ My Settings Practice Data . KnowledseBase  MDI Admin
Practice Notifications Practice Header Workflow Users Users Associations Communication Groups Permissions  SuperBill Rules  Allowed IPs

Filter New Group

o
HNurses 2] 4]
Techs -] Y]

From the Communication Group Employees screen, you can assign members to this group in several
ways.

1. To assign individual employees to this group, simply check off the individual check box next to
the name of the employee you wish to assign. You will then see the status change from “Not
Added” to “Added.”

Communication Group Employees

Go Back
Typ w Select Dey er - Fi
B First Name Last Name Employee Type Employee Departnemt Group User ?
MDI Admin MDI Application User Retina |
John Smith Doctor Retina Not Added
Test Admin System Administrator Retina Hot Added

2. To assign all listed employees to this group, check off the first check box within the header row.
This will automatically check off every individual check box below.

Communication Group Employees

Go Back
elect Type A De ment w Filte i
First Name Last Name Employee Type Employee Departnemt Group User ?
MDI Admin MDI Application User Retina
John Smith Doctor Retina
Test Admin System Administrator Retina
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3. To assign employees based on Employee type, use the first drop down menu at the top for

Patient Specific Group Communication

“Type” and select the desired Employee type. Once the type is selected the system will display
all employees associated with that type. You can then select individual employees or select the

main check box on the header row to choose all employees of that type.

Communication Group Employees

Go Back
Dector
Tech

Front Desk

System Administrator Admin MDI Application User
Billing
Smith Doctor
Resident
| - Tack AAmnin Cuirbmmn Admiimictrmt e
Communication Group Employees
Go Back

Tech ~ epartmer ~ Filte e

0O -

(] Test Tech Tech

O Paula Tech Tech

[m} TesterTech TesterTech Tech

Employee Type

Employee Departnemt

Retina

Retina

Drbina

General,Neuro,Retina

Retina

General Neuro,Retina

4. If your practice uses departments, to assign employees based on department, use the second
drop down menu at the top for “Department” and select the desired Department. Once the
department is selected, the system will display all employees associated with that department.
You can then select individual employees or select the main check box on the header row to

choose all employees in that department.

Communication Group Employees

Go Back

= First Name
Front
Heather
Test
DNavid

Downtovn (General)
Downtovm (Neuro)
Downtovm (Retina)
Hawaii (General)
Havaii (Neuro)
Hawail (Retina)

Midtown (General)

Front Desk

Doctor

Tech

Doctor

Communication Group Employees

Go Back

~ Uptovn (General)

B First Name
Front
Heather

Last Name

Desk

Doctor

Employee Type

Front Desk

Doctor

Employee Departnemt

General,Neuro,Retina

General,Retina

General,Neuro,Retina

General.Neurn.Retina

Employee Departnemt

General, Neuro, Retina

General, Retina

3000

Group User ?

00
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5. If you only wish to add an individual employee to a group and you know the specific name of
that person, you can type the first or last name to filter on that employee and check off their
individual check box. Use the “Filter by First or Last Name” text box to perform this step.

Communication Group Employees

Go Back

= Select Department = smil

John Smith Doctor Retina @

Copy Group

If you wish to create a new group based off an existing group, use the Copy command from the Action
toolbar. Once you identify the group you wish to copy from, click the “Copy Communication Group”
button in the middle. Once you choose a new name and copy the group, a new group with the chosen
name will be created containing all the members of the copied group. You can then add or remove
members as necessary within this new group.

Name Actions
Nurses o
Techs e

Delete Group

To delete an existing group, click the red trash can icon on the Action toolbar for the group you wish to
delete. Please note this will remove the group so that you can not send new messages to this group, but
any existing messages will still exist as being sent to this group.

New Group

New Group

Nurses e rﬁ
Techs @ I—.
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Change Group Name
To edit the name of an existing group, simply click on the name of the group you wish to edit. An edit
field will appear below allowing you to edit the name. When finished editing, click the Save button.

New Group

Nurses

Nurses|

Techs

OhS
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Patient Specific Group Communication
Messaging in Patient Chart

Message Initiation
To initiate a new message from the patient’s chart, access the Patient Communication menu and click
the plus sign at the top left to open a blank message screen.

Patient Communications

Home Phone:  Cell Phone:  Work Phone:  Other Phone:  Preference: none

GetAll | 2/19/2019 HD/Prescription Refill

= NOTES: fest test
« NOTIFY:

. @ Patient Communications / Chart Notes =
I

Date/Time Initials  Notified Assigned To Type Message Resolved

2/19/19, 1:37PM  HD Z, Techs a Prescription Refill fest test X

Once you have initiated a new message, enter the usual data, such as Initials, Type, Communicated By
and Message. You will now notice the Notify drop-down menu has changed to allow multiple selections.
This means you can now choose multiple individual staff from this menu. Any groups previously defined
in the Practice Admin will also appear in this drop-down menu. You can choose any combination of
groups and/or individuals to notify.

Each selection will appear as a bubble. To remove a selection, click the X associated with the bubble you
wish to remove. When you are finished composing your message, click Save at the bottom right of the

message.

@ Patient Communications / Chart Notes. =

Date/Time Initials  Notified Assigned To Type Message Resolved
Date/Time Initials Communicated By Message ed x

Type
- e — —
Notify Assign to
D a=D I

e Follow-ups Initials

-
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Message Distribution

Once the message is successfully saved, every member of each group selected, along with any individual
staff selected, will receive notification of this message in the Pt Comm folder of the workflow. In the
Notification pane of the workflow screen, you will now see 2 numbers associated with Pt Comm
messages. The first number indicates the number of messages specifically sent to, or assigned to, the
individual logged in user. The second number indicates the number of messages sent to groups for
which this logged in user is a member.

Motificatinns

Incomplete Charts (851) Pt Comm (0/0)
Billing (129/453) Pending Letters (177)
Pending Studies (194) Document Review (1)

Study Review (27) eRx Notification (1)
Unmatched Patients (0) nt Comm (0/5)
Pending Surgeries (31/0)  Shared Care (6)

Message Assignment

Once all staff are notified of the message, any individual staff member can enter the patient chart and
assign themselves as owner of the message. This will inform other members of the group that this
individual person is working on the action item requested in the message. To assign yourself to a
message, enter the patient chart and go back to the Patient Communication screen. Open the desired
message and choose the correct entry from the “Assign To” drop down menu. Once selected, click the
Save button on the lower right corner of the message.

@ Patient Communications / Chart Notes =

Date/Time Initials  Notified Assigned To Type Message Resolved
Date/Time Initials Communicated By Message Resolved 3¢

Type BO1
N - 2 Y N Sy

Notify Assign to
‘

David Doctor
© Follow-ups Initials

Dr DrIce

a

Senor El Dia.

Front Desk

211919, 1:37PM  HD a

7119/18,9:36 AM DD
Edit Heather

7119/18,9:36 AM  SD

You can also repeat these steps to reassign the message to another staff, if necessary.
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Message Cancel Assignment

If a previously assigned staff is unable to continue working on the action item, this user can cancel their
assignment and place the message back to the group for further assignment. The current assignee can
enter the patient chart, go to the Patient Communication screen and open the desired message. Next to
the selected individual in the “Assign To” drop down menu is an X. Clicking this X will remove the
assignment from this message.

@ Patient Communications / Chart Notes

Date/Time Initials ~ Notified Assigned To Type Message [REE
- Date/Time Initials Type Communicated By Message Resolved x

T - EX Y T O

Notify Assignto

Message Resolution, Follow Up, etc.

All other features of Patient Communication remain unchanged with Group Communication. The
resolution of a message remains the same and adding and removing Follow Ups also remain the same.
Click the white plus sign to add a new Follow Up and click the white X to delete the message or any
Follow Up items. This white X replaces the previous red “Delete” command button. If any Follow Up
items are edited, removed or added, you still must click the Save button on the lower right corner to
save your changes.

If you accidentally delete a Follow Up item, you can still recover it, if you do not click the Save
command button on the lower right corner of the message. Simply exit the patient chart and re-enter
without saving to recover the removed Follow Up item.

Patient Communications

ineetet
Gl 2119201 HOPresrpion e

Home Phone:  Cell Phone:  Work Phone:  Other Phone:  Preference: none

- NOTES: fest test
- NOTIFY.

@ Patient Communications / Chart Notes

Date/Time Initials

Type

Notify Assign to

M.D. John Smith & David Doctor

© Follow-ups Inifials Notes

A Communicated By  Message Resolvd ¢

Date/Time Initials Notified Assigned To  Type Message Resolvei I

—
== o EEE X
E - BT x

Save
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