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5. Message Center

The Message Center is Cerner Millennium's solution for managing inpatient and
outpatient workflows. The Inbox allows you to route information electronically,
rather than having an unwieldy flow of hard-copy documentation . It enables you
to review or sign results, documents, and prescription requests, as well as work
with other messages. The Inbox offers the following benefits:

o All messages and notifications that require your attention, review, or
signature are routed to your Inbox and are organized in folders.

o The operation of taking and distributing phone messages and saving that
information to the patient's chart is completed electronically.

e Results can be reviewed, signed, or forwarded to other healthcare providers
electronically.

e Your Inbox can be accessed from any computer on your network that has
Cerner Millennium installed on it.

e You can customize the items you want displayed in the Inbox by filtering by
dates, types of results, and so on.

Task Edit  Wiew Patient Chart  Links  Motifications  Mavic

=1 Message Center *j?ig Patient Lists ._1'| Rounds Lisk ._a}l Apache !

Message Center Basics

The Message Center is organized into two areas: the Inbox Summary, and the
Inbox Summary workspace. Folders selected from the Inbox Summaryare
displayed in the Inbox Summary workspace.

Owner: Cerner Learning Services CPOE Physician Training Guide
Effective date: April 18, 2011 Version 1 Tracking Number: 25STRGEXT019862
Cerner Corporation. All rights reserved. This document contains confidential information which may not be
reproduced or transmitted without the express written consent of Cerner.



5 PowerChart Organizer, for Test , Physician2
Iash Edt YView Patiert Chat Lnks Hoffications Inbcx  Heb

i =1 Viessags Center % Patient Lists [] Rounds List [2] Apache I ) cabell &% PubMed &3 UpToDate &3 MU Allscriots l

0 e o 2 vk 96 change B suspend MLExit |7 caleulstor B Message Sender 5 adHoc [i-Depart dcommunicate + [ patent Information Request ! i, E

TEST.BULDCF.. X ITUPGRADE , FEMUR | L Recent = | - &b

Mcssage Center

i Inbox Summary 2 Results FY1 % G0
| Inbox Froyies | Fools

-y Communkate ~ [ Opzn 3 Message Journal JF)Review all (3¢ Forward only | B select patient # select al

Displa¥ cinge 101410 - Patient Name |Abnormal ‘ Result Staus ‘ResultType | En:ounterType |Sub5cmptian Details Subje:t

= Priority Hems (1)
= Messages (.
General Messages
CC Messanes (.
Reminders (..

~ INhoX ems {4)

Inbox Summary
Inbex Summary Workspace
= Resnts (i
Oter (0M)

= Maszages (9N
General Messages (.
CC Mosoagos |

= Work items {19)
Saved Docurients {
Documents 1 Dictate (.
Reminders (.

¥ 1€ | 3

BOO04 PHYS2 |14 April 201. 15:29 EDT

The Inbox Summary allows you to manage your Message Center workflow using
tabs designated for Inbox, Proxies, and Pools.

! Inbox Summary o

Inbox | Proxies  Pools

Inbox

The Inbox is where the bulk of your Message Center workflow is organized.
Message Center notifications in your Inbox are divided into folders such as
Priority Items, Inbox Items, Work Items, and Notifications. The Inbox sorts your
various tasks such as Documents, Orders, Messages, Reminders, Documents to
Dictate, and Saved Documents.

Note: Saved Documents consists of documents that you have created and
saved without signing.
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Double-clicking a folder in the Inbox opens the items into the workspace located
to the right of the Inbox Summary to display the contents. Users have the ability
rearrange the items in the workspace by clicking the column headers to sort the
items in the workspace.

Message Center & e 2 0 minutes ago

i Inbox Summary i Saved Documents X arp
jp inbox | Boes [hols _ 1 Communicate = ¥ Cren 3l Message Jourmnal D:Fnrward Orily | b Select Patient h Select All
Disnla¥ gines 10/07110 + .. || create Date | Location | Patient inform | Patiert ame | Status |
- 04/07/11 16:26:27 EDT AdmitDate:0.. TEST,ANNIE  Pending
= Priority tems {0} 04/07/11 16:23:06 EDT 2WBT Admit Date: 1.. TEST,JENSEN  Pending

= Inhox lems (0}
Orde..
Docume
Resu...
Messa..
Results .

- Work Items (2)

Proxy Capabilities

The Message Center allows you to enable other providers to access your Inbox
items by granting proxy authorization. Additionally, other providers can grant
you proxy to their Inbox when needed.
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Y our proxy can perform any activities for which you have granted authorization.
When granting proxy authorization, you specify the provider, the specific
Message Center folders to which you want to give proxy, and the effective dates
for the proxy.

As a proxy to another user’s Message Center, you have access to the folders and
functions that have been granted to you. The proxy Message Center has the same
look and feel as your Message Center, except that all actions that you perform are
on behalf of the individual for which you are proxy.

Any activities that you perform as a proxy are logged within the system.

Note: The tasks that you can perform can be limited by the user’s
Message Center you are proxying.

Pools

A pool is a shared mailbox that can be accessed by any user that is a member of
the pool. While the contents of the Inbox are visible to all members of the pool,
only one individual must act on an item in order for that item to be considered
complete. Pool functionality allows providers that work in a care team setting to
share responsibility for managing results, documents, and messages for a shared
group of patients.

Items that will show in pools include:
e  Orders for Signature
e Results to endorse
e Messages sent to the pool
e Documents sent to the pool

An example of this would be a document forwarded to the MU Internal Medicine
General (MU IM Gen) pool.

Open a Message Center Item

Items in the Message Center can be opened to view more details. Complete the
following steps to open a Message Center item:

1. From the Message Center in the Inbox Summary, select an Inbox item. Saved
Documents is illustrated below.
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i Inbox Summary 2

Inbox | Proxies | Pools

Disnla¥ gince 10/07710 -

= Priority kems (0}

Inhox kems {0)

Orde...
Dacume...
Resu...
Messa..
Results ...

Work Items (2)

Documents to Dic..

Femind...

-/ Hotifications

Motify Recei...
Tra...
Sent lte...

2. The contents of the selected section are displayed in the Inbox Summary
workspace. New items are displayed in bold while older items that have been
viewed are not bold.

Saved Documents X 40
| Communicate ~ ‘ Qpen ,}I Message Jaurnal D: Forward Only | Eh Select Patient *, Seleck Al
Create Date | Location | Fatient Inform... | Patient Narme Status

0407111 16:26:27 EDT Admit Date: 0... TEST, ANNIE Pending
0450711 16:23:06 EDT 2WBT Admit Date: 1...  TEST,JEMSE.. Opened

3. Double-click an item in the Inbox Summary workspace to open it. Notice
that the item opens in a new tab. This allows you to navigate between your
list and your item without closing or reopening either one.
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Saved Documents >f / SAVED_DOC: TEST, JENSEN X 4P
j:Forward Oy | (=i Print G % [Inbox Yiew | Summary Yiew

B

Result Type: Adrission Mote-Physician E
Result Date: 07 April 2011 16:22 EDT -
Result Status: In Progress
Result Title: General Admission HE&F
Ferformed By: Kever , Mark E on 07 April 2011 16:23 EDT
Encounter info: 065113743, Cabell Htg Hosp, Observation, 10/25/10 -

* Preliminarv Report* v

Close a Message Center Item

To close the item, click the X on the tab of the opened item.

=
Saved Documents > 7 SAVED_DOC: TEST, JENSEN
j: Forveard Only | (= Print 48 % |Inbox Yiew | Summary View

Results

Overview

The Results folder contains normal and abnormal results that require your
review. Results in this folder can be refused or forwarded to another clinician or
to the patient.

Viewing a Result

Complete the following steps to view a result:
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Select Results in the Inbox Summary.

= Inhox ltems (87)

Qrders {B1f...
FProposed Orders (..
Crders to Approve (BOS..
Documents (17
Sign {171...
Feview (0.,
8 Results (0.

Cther (001
Messanes (9.

General Messages (..
CC Messages (.
Results ..

From the Results list, select and double-click a result to open.

View the result.

Sign, refuse, forward, or forward the result without signing it.

Sign a Result

Complete the following tasks to sign individual results,:

1.

Eal

From the Inbox Summary, select Results.
From the Results list, select and double-click a result to open.
Review the result.

Select Sign.

Action Pane
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If you have any comments you want to include, enter them in the Comments

box.

Click OK to sign and forward the document. Click OK & Next to sign and

forward the document and open the next item.
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Forwarding a Result without Signing or Refusing It
(Forward Only)

Cerner Millennium allows you to forward a result to another clinician without
signing or refusing it. For example, a medical student or nurse could forward a
result you for review and signature.

Complete the following steps to forward a result without signing it,:

1. Open the Result.
2. Review the content and click Forward Only.

Fesults > Forwarded Results to Sign: Test , Meds X

& Create - j:F::urward ol | i =4 Print ,:'p. Select Patient 4§+ %

Test , Meds ‘-\

Attending Test. Physicianb

3. Select an option from the Additional Forward Action list.

Forward Only: Results: Test , Meds

v Additional

Forward Action:

Ta
| Wwits | ]

R eview
5

Comments,
[Lirnit 120]:

Cancel |

4. Select recipients from the To list.

5. If you have any comments you want to include, enter them in the Comments
box.

Click OK to forward the document.

Signing and Forwarding Results

Cerner Millennium allows you to sign a result and then forward it on to another
clinician.

Complete the following tasks to forward a result after signing it:

1. Open the Result.

2. Review the content.

3. Inthe Action pane, select Sign.

4. Select an option from the Additional Forward Action list.

5. Select any recipients from the To: list in the format of Last, First.
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X

Address Book

Typz a name o select from list: Show names fron

|smi:h, d |I3||:||:|a| Address Book ﬂ
Right clics to adddremove a name

in tke perzonal addresz book o 2eli

SHMITH, ZARRIE L

Smith . Cathy

Smith ., Chad

SMITH. ZHADWACE

Smith . Charles _
SMITH. ZHARLOTTEH -
_ <« |

SMITH .CHELSEAL
SMITH. ZHRISTIMA
SMITH. ZIMDW L

| Cance

6. Ifyou have any comments you want to include, enter them in the Comments

box.

7. Click OK to sign and forward the document. Click OK & Next to sign and
forward the document and open the next item.

Refusing a Result

Complete the following steps to refuse a result, complete:
1. Open the Result.

2. Review the Result and select Refuse.

3. Select a reason for refusal.

* Refuze Reazon bl

To
¥ [Limit 5] [id nat arder the resultz]
Mot by Patient
Document H andwritten in Chart
Deficiency Incorrectly Aszigned
Conzulting Physician Only
Fropozed Order Mot Approved

4. Ifyou have any comments you want to include, enter them in the Comments
box.

5. Click OK to sign and forward the document. Click OK & Next to sign and
forward the document and open the next item.
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Note: Anything refused should be forwarded to the HIM, inbox

Working With Orders

Overview

The Orders folder contains orders placed by non-physicians, such as a nurse or
other professional/licensed staff that require a physician approval.

Approving Orders
Complete the following steps to approve an order:
1. Navigate to the Orders section in the Inbox Summary.

= Inhox tems (23)

= Qrders (171
Froposed Orders (...

Drders to Approve (1480

2. From the Orders list, select and double-click an order needing approval to
open.

3. Review the order.

4. Select Approve.

* Approve [Mo dose range)

5. Click OK to sign and forward the document. Click OK & Next to sign and
forward the document and open the next item.

Complete the following steps to approve multiple orders:
1. Navigate to the Orders section in the Inbox Summary.

2. Select multiple orders by either holding the CTRL key and clicking the
desired orders or selecting one order and holding the SHIFT key and clicking
another order to select all in between.
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| Communicate * ‘ Qpen ,}I Message Journal j: Forward «

tient Mame | Order Narne | Details |

TUPGRADE , MYOCA.. CRChest2Vi... 04071112:1...

ITUPGRADE , FEMUR CT Head / Brai... 040711 11:1...
nhti 1 IERIER

Farward Only

Approve [ range check
Refuse

CerneriT . D
BUILD , TES]
ERMERIT , |
ERNERIT , FEMUR Motify Provide... 03M8/M11 15:1...

3. Right-Click and select Approve (no dose range checking).

Note: Approving orders in batch results in not Multum drug checking. Do
this with caution.

Proposed Orders

Complete the following steps to take action on a proposed order:

Note: A proposed order is any order proposed by a Med Student. They will
have the ability to place an order in a proposed status until it is
accepted by the Physician, Hospitalist, NP/PA, or Resident.

1. Open the proposed order or the Message containing the proposed order.

= Orders (144

sed Orders (.

Crders to Approve (145

2. Review each order individually and click @ (Accept), @ (Reject), or

A (Accept with Modify).

3. Ifyou clicked Accept with modify, make the necessary changes to the order
and click Sign.

[N

** On hold pending signature ™ =

Proposed New Order: CH Chest 2 Views [Chest PA Lat]
Details: 04/13/11 15:02 EDT Routine, Reason: Chest Pain, Rad Type

oo

Comments:
v

@Reject All and Mext Q}%ccept!\ll and MNext

4. Click Reject All and Next or Accept All and Next to take action on multiple

orders.
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e Ifyou click Reject All and Next, you are prompted to enter a
Reject reason or Free-text reason. All remaining proposal
orders are rejected.

o Ifyou click Accept All and Next, this signs all proposed
orders and moves to the Next item. In the context of a
message, this option also generates a reply or forwarded
message to the designee, deletes the message, and moves to
the next message.

Refusing Orders

Refuse an order if you did not request the order, or if the details are incorrect.

Note: Refusing a cosign order does not stop or cancel it. This must be done
from the Orders section.

1. Navigate to the Orders section in the Inbox Summary.
From the Orders list, select and double-click a co-sign order to open.

Review the order.

Eal

Select Refuse, and select a reason for refusal.

+ Refuse Reazon | {0 AN =~

5. Click OK to sign and forward the document. Click OK & Next to sign and
forward the document and open the next item.

Note: If an order is refused for any reason, the floor needs to be called
immediately to be notified and a comment left stating who you told.

Messages

Messaging can be used to send or receive general messages in Message Center.
Messages can be saved to a patient’s chart as well.

Note: Messages should NOT contain time sensitive data.

Staff members will have the ability to send messages, but not the
ability to receive as they cannot actively monitor an inbox.
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Inhox kems (22}

Qrders {1481,
Proposed Orders (..
Qrders to Approve (144,
Diocuments ..
Sign {al...
Rewiew (0.

Resu..

General Messages ..
Results ...

Messages Toolbar

| Communicate ~ |5 Open | _4Reply ._@ Reply &l Forward XJ Delete 3 Message Journal | E». Seleck Patient #+% Select All ﬁ,, Fatignt Match

The Message toolbar is only active when a message is selected.

e Communicate: Clicking the menu displays options to communicate a
message or reminder or to consult with another provider.

e Open: Opens the message.

¢ Reply: Replies to a message selected.
e Reply All: Replies to all.

e Forward: Forwards the message.

e Delete: Deletes the selected message.

e Message Journal: Allows you to review all Inbox messages for a
selected patient.

e Select Patient: Allows you to view all messages involving the selected
patient.

e Select All: Selects all messages in view.

Communicate a New Message

Note: This is legal documentation that could be viewable in a patient chart. Use
proper email etiquette when communicating through Message Center.
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Complete the following steps to create a message:

1. From the list to start a new message, click Communicate and select Message.

Messages X

| Communicate *| | =ZOpen | LReply SRepk Al
& Message atient Marme | Fram

“  Reminder Test, Physicia...
t‘ EST.HARRL.. Test, Med 5t...

Reader , Sean...

2. The New Message window opens.

¥ New Messaze FE®

Task  Ecit

 tigh (_ NotiFy. Bl Messane Jaurrsl Q IMed List

Patient. || M Caler | Caller#: |
To: [ ¢ T Incluce me
(ol [ &

Sublst. | s T As | =l

Message

i v = @l ala) slelels] BlulZ|S|[E

Actions

[CIPhune s sage sall e wib resulls Rermind l_ | j |,,- E| |
[ JPhone message call the charge 1urse with
Due ,_ | j |J1, EE' | E

[[JPhane message call the nurse with result
[JPhone rmessage call the ardering physicia
[JPhone message call the patient with rzsu
[[JFhone message call the pharmacy wih res

Cancel

3. Ifthe message is related to a particular patient encounter, click the binoculars

to the right of the Patient field to search for the patient that is
referenced in the message. After finding the patient, use Encounter (located
in the bottom right corner of the Patient Search box) to associate the message
with a particular encounter.

Note: A patient name does not have to be entered in the message if the
message is not referencing patient information.

A patient name can be entered but NOT saved to the patient chart.
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4. Enter the appropriate recipients in the To box by clicking the binoculars

& . The Address Book window opens.

5. Inthe Type a name or select from the list box, search for the recipient by last
name. Matching results display.

Address Book X

Type a name or select from list; Show names from

|3mitH | Globa Address Dack. j

Fight chick to add/remove & name
in the parsonal address book

Send to

Smita . & Jonathan -~
SMITH . AB GAIL D

Smit , Amanda

SMITH. AMY G

St , Ay E

Smitn , Ay

Smit . Angsla D

St , Ava

Sty , Bethany

Smitt, Brooze

SMITH. BUNNY

SMITH. CARRIE L (o

< ? < ?

Hore Cancel

6. Select the correct recipient from the list then click the right arrow

> - -
4 to move the recipient to the Send To box. Add as many recipients
as necessary.

Address Book FZI

Type a name or select from list: Show names from

| ilobal Addess Hook |

Right click to add/remave a hame

in the personal address book. Sizlie

Smith , & Jonathan
SMITH . ABIGAIL D

M

Smith , Angela D

Smith , Amanda

SMITH. AMY G

Smith , Amy E

Smith , &y

Smith . Angela D

Smith . &va L

Smith , Bethany

Smith . Brocke

SMITH. BUMNMNY

SMITH. CARRIE L b

< | < >

More ak | Cancel

Note: To remove a recipient from the Send To list, use the left arrow
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7. When all intended recipients are added to the Send To box, click OK in the
bottom right corner of the Address Book.

8. In the New Message, type a subject into the Subject box.

9. Add a CC if necessary by clicking the binoculars & to launch the

Address Book.

10. Enter Actions if necessary.

Actions

EFhone m age call me with results
[(JPhone message call the charge nurse with
[JPhone message call the nurse with result
[(JPhone message call the ordering physicia
[CJPhone message call the patient with resu
[CJPhone message call the pharmacy with res

11. Compose the message in the Message area.

12. Click Send. ﬂl

13. The message is sent to the recipient’s Message Center.

Note: Nursing has access to send Message Center communication but
cannot receive messages because of the inability to actively monitor
their inbox.

Note: Nursing does not send time sensitive data such as orders by Message
Center communication.

Note: To save a message to a patient’s chart, click the Save to Chart box
next to the Subject line.

Replying to a Message
Complete the following steps to reply to a message you have received:

1. From the Inbox Summary workspace, open and read a message.

i o Reply all
~aReply to reply to the sender or Reply All SRenly

2. Click either Reply
to reply to the sender and all recipients of the message.

3. The RE: message window opens.
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4. Compose the message and select Actions as needed.

5. Click Send. ﬂl

Forwarding a Message

Complete the following steps to forward a message you have received:

1. From the Inbox Summary workspace ,open and read the message.

2. With the message selected, click Forward — Forward The FW: window
opens.

dh

3. Enter the recipients in the To box by clicking the binoculars to open
the Address Book. Add recipients to the Send To box, and click OK.

4. If you would like to save the message to the patient’s chart, click the Save to
Chart box.

5. Edit the message as necessary.

6. Click Send. ﬂl

Deleting a Message

Complete the following steps to delete a message:

1. From the Inbox Summary workspace, select or open the message in your.

. s
2. With the message selected, click Delete | = Lalcls

3. The deleted message moves to the Trash section located in your Inbox
Notifications folder.

= Hotifications

Motify Recei...
Tra...
Sent lte...

Note: Once the Trash is emptied, deleted messages cannot be retrieved.
Items stay in the trash for 30 days before being permanently deleted.
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Results FYI

The Results FYI folder contains the same critical, normal, abnormal, and other
subfolders as the Results folder. Items are populated in this folder based on
subscriptions that are created within PowerChart. These subscriptions are
determined by teams as well as by the Attending Physician.

1. Open the result.
2. To review each order individually, click Review or Refuse.

3. Select any additional forward actions. Results can be forwarded for sign and
review or a quick reminder can be generated.

4. Enter any comments in the Comments box.

5. Click OK or OK & Next to move to the next result.

Use Auto Text

Auto Text entries allow for free text to be saved and automatically inserted into a
message or note. This saves time when entering repetitive text again and again,
or entering large amounts of the same text repetitively.

Auto text automatically pops into your message as you’re typing by using a key
sequence, or abbreviation, that you designate to trigger the auto text. Be careful
what abbreviation you use — every time you key stroke the abbreviation, the
automatic text pops up.

Creating an Auto Text Entry

1. Click in the Message area. This activates the text editor toolbar at the top of
documentation area, including the Manage Auto Text button.
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Message

| sl ~| o ] & e |

EEREEEES

ST

From: Test, Med Student2
To: Test, Physician3;

Cc: Test, Physician2;

Sent: 03/07/11 10:28:06 EST

W

. Bf |
2. Click Manage Auto Text .

Message

| iial o -] e |q|

2|l BlUlZ|S|[E

From: Test, Med Student?
To: Test, Physician3;
Cc: Test, Physician2;
Sent: 03/07/11 10:38:06 EST

3. The Manage Auto Text dialog box opens. Select New Phraseﬁl.

%l E Manage Auto Text

Phrazes

Ofje 2|

Ahbreviation | Description

LastUpdatedl Sustern |
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4. In the Abbreviation box, add your free-text abbreviation. This is the method
to use when you add your auto-text to the note.

Phrases J J J

.-i'«l:ul:ureviatiu:unl Description | LastLlpdatedl Sustem |
zzSignature  J. Smith Signature v credentials

Selected phraze

Abbreviation: |228ignature

Drezcription: |J. Smith Signature w/ credentialg

Abbreviation replaced by: n| T-ﬁ‘n| |£|)| Tj| | |

Note: Carefully select your auto text abbreviation. Use an uncommon letter
combination that is unlikely to be replicated at the start of ordinary
words, such as zz. This helps eliminate your auto text popping up
continuously as you type more common letters or letter
combinations.

5. Add a description for the abbreviation so that you can easily identify the auto
text.
6. Select Add Text 3' to type the text you want displayed when you type the

abbreviation.

Selected phraze

Abbreviation: |228ignature

Drezcription: |J. Smith Signature w/ credentiald

Abbreviation replaced by: h E @ ﬂ J J

7. A Formatted Text Entry dialog box is displayed. Type the wanted text you
want to save as auto text, and format the text using the options on the toolbar.
Click OK when finished.
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Formatted Text Entry, g|

(il =lwn = g i=le| BlulZz|s|[E =]

1. A Srith, WD, FACP|

oK Cancel

8. The formatted text displays in the Manage Auto Text box.

Abbreviation replaced by: H E E E J J

Detailz Type
J. & Smith, MD, FACP Formatted Text

9. Click Save to save the automatic text settings, or click Discard to cancel
without saving.

Out of Office Assistant

Out of office is available to notify other clinicians or staff when sending a
message, document or result that you are not actively managing your inbox
(similar to email out of office). Out of Office functionality provides the ability to
set an Out of Office status on an individual or pool inbox.

The Out of Office status is set under the Inbox menu for an individual or pool
inbox. An optional until date can be entered.

When sending to users or pools with the status set, the sender receives an Out of
Office notification with the date displayed (if entered). The sender has the option
to send anyway or discontinue the send.

Complete the following steps to use Out of Office:
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1. With Message Center open, go to Inbox Menu and select Manage Out of
Office.

= PowerChart Organizer for, Test , Physician3
Jask Edit  Wiew Patient  Chart  Links  Motifications | Inbox | Help

i =1 Message Center ',51; Patiert Lists fpache [ 2] Patient Empty Trash
Manange Configuration

D@ abnen Cric 0 PruDrd:Z!

e . - : Manage Cuk of Office
: QCabeII Q Pub Med ﬁUpToDate QMU Allscripts ! T Monags Pook

75 Tear OFF A attach 88 change I8 suspend Ml Exi Mamage Preferences | Patient 1
| zzzTest.Eight x| Manage Proxy
Message Center Guery Future Reminders -
Show Completed

‘ i Inbox Summary 7 Genaral Me Show Preview Pane TEST, Hi

Inhnw | Proviae | Panle [

2. Select the appropriate option and if out of office enter a date of return if
known.

Out of Office Assistant X

" | am curently [n the Office
= | am Cumently Out of the Office Lintil

a1 2011 Ell]
] | Cancel I

3. Click OK to save change.

4. When logging back in to PowerChart, opening Message Center and Out of
Office is set, a warning message is displayed prompting you if you would
like to turn Out of Office off.

PYIMBOX >

' E Ok of office is currently on, Wiould vou like to turn ik offF
]
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Out of Office Appearance

Users are presented a message if the person you are trying to send the message
to if Out of Office turned on and that user is currently not managing their inbox.

The following message is displayed, and you are prompted if you want to send
anyways (defaults in).

Recipient Yalidation

5

Maotifications were only sent to recipients with valid Chart and Message Center Access

Mo Chart Access Mo Message Center Access Walid Recipients Walid Recipients Currently out of Dffice

Fiecipients | Dates
Test . Physiciand 0412/201

W Send Anyway

Working with Documents

The Documents category in your Inbox folder shows documents that need to be
signed.

Signing Documents

Documents for your signature are placed in the Sign inbox items.
Complete the following steps to sign a document:

1. From the Inbox Summary, select Documents or Sign. The items open in your
Inbox Summary workspace.

= Inhox kemns (23)

= Qrders (174
Froposed Orders ...
Crders to Approve (141
= Documents ..
| sonsl |
Feview (0F...
Fesu...
= mMessages (..
General Messages .
Results ..
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2. From the Inbox Summary workspace, double-click the document you want to
sign.

3. The document opens in another tab displaying the action pane at the bottom
of the window.

Sign >/ FORWARDED SIGN DOC: TEST, CABELL99 X 4b
X Forward Only | o =4 Print S Select Patient 4 % SUmImary View = [, =
TEST , CABELL99 Agedd years Genderkale LOC:EN; 57571 ** Allergies Not ...
DOB:04/12/61 EmF:08101107  FMN#:065113599
Attending: Isolation: Inpatient [10/20/1013:49-03/0217 ...
~
Result type: Progress Mote
Result Date: 21 October 2010 &:39 EDT
Result status: Modified
Result title: Progress Note
Petformed By: Test , PhysicianZ on 21 October 2010 8:39 EDT
Werified by: Hitd | Inbox on 28 karch 2011 8:29 EDT
Encounter info: 065113599, Cabell Htyg Hosp, Medical, 10/20410 - 03202411 v
£ >
Action | Performed By | Performed D ate | Action Status | Caomment ~
Perform Test, Physician2 102110839 EDT Completed
Transcribe M1 UNKNOWN | PERSONNEL 102110839 EDT Completed 3
i T Pt A 444 AR FeT P e .
: Action Pane EE
* Sign ™ Refuse
Additional Taor
r Forward Action: [Lirmit 5] | dh
Comments:
[Lirnit 120): |
Mext 0K
4. Review the document.
5. Under Action Pane, select Sign.
6. If you want to include comments, enter them in the Comments box.
7. Click OK to sign the document, or OK & Next to sign the document and

open the next document.

8. The document is signed.

Refusing Documents

The Refuse feature enables you to refuse to sign a document. Complete the
following steps to refuse a document:

1. From the Inbox Summary workspace, double-click the document you want to
refuse.

2. Under Action Pane, select Refuse.
3. Select a Reason for refusal from the Reason list.
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i Action Pane £
" Sign * Refuse Reasan >
Additional . To

M Eorward Action:  Pieview T (Limit5) HIM . Inbox: Did nat order the resul(s]

Mot My Patient
Caomments: | Document Handwritten in Chart
[Lirnit 120): Dieficiency Incomectly &ssigned

Conzulting Physician Only

Mest |Propozed Order Mot dpproved
= T 1

4. Search and select recipient from the To box.

HIM | Inbos; oy

Note: Documents should be refused to HIM, inbox unless the reason is Not
My Patient and you know the correct physician.

5. Ifyou have any comments you want to include, enter them in the Comments
box.

6. Click OK to refuse to sign the document, or Click OK & Next to refuse to
sign the document and open the next document.

Signing and Forwarding a Document

The Message Center allows you to sign a document and then forward it to
another clinician for review. Complete the following steps to forward a
document after signing it:

1. From the Inbox Summary workspace, double-click the document to open it.
2. Under Action Pane, select Sign (if not already selected).

3. Select the option for Additional Forward Action.
4

From the Additional Forward Action list, select Review.

Action Pane

f+ Sign " Refuze
e |
¥ Forward Action; | Feview -

Note: Never select Sign as the Additional Forward Action because the
Additional Forward Action is for the recipient to review the order.

5. Select the recipient to send the document for review from the To list. You
can select up to 5 clinicians.

T

(Lirit 5) | dh
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6. Ifyou have any comments you want to include, enter them in the Comments
box.

7. Click OK to sign and forward the document, or OK & Next to sign and
forward the document and open the next item.

Modifying a Document

At times when reviewing a document, updates need to be made. Updates can be
made in Message Center to prevent the need to repeat dictation.

Complete the following steps to make updates to a document by modifying:

1. From the Inbox Summary workspace, double-click the document to open it.

2. Right-click anywhere in the document, and select Modify from the context

menu.
TEST , CABELL99 Age:dd
DoB:0<
Attending: Isolati
Result type: Progress Note
Hesult Date: 21 October 2010 8:39 EOT
Result status: hodified
Result title: Progress Mote
Performed By Test , Physician2 on 21 October 2010 5:33 EDT
Warified by: Hitd | Inbox on 28 add CEFR
Encounter info; 0551135999, Cab 302011
Progress Note
-- THIZ I3 & TEST DOCUMENT —- ||
v Filter In Error Docurments
HIZTORY OF PREZENT ILLMNESS:
Thiz is a wvictim of a motoroyol
accident. He is scheduled to U re for
fracture fixation. The patient any cat
historvy. The patient states ths =2 befor
The patient denies any shortneg O waves
the inferior and anterior leaqe Madify |prinr
myocardial infarction.
PAST MEDICAL HISTORT:
Trammma tn the hand=s and feet .
Action Perfarmed By tuz Comi
3. The Modify Document window opens.
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L Modify Document: TEST , CABELL?9. - 08101107

*Type: | J “Author: || EI
*Datz: | | | | II:I:T Ghatus |
Subject: |
=
| Courier Maw o+ g ala| s|=|lelw] BlUlZ|ls|[E=

FInsert Addendum Hera:

v

< >

Action | Performed By | Performed D ate | Adhion Status | Corrment | Proxy Personne #

Perfcrm Test , Phesician2 10/21A0 839 EDT Completed

Tranzcribe MIT -UNKNOWN  PERSONNEL 10421410 839 EDT Completed

Sign Test , Phesician2 MA1A0T0EEST Fiefuzed hhh

YERIFY HIM | Inbox 03/28/11 8:29EDT Completed v

< ¥
Sign LCancel

4. Add addedum information as needed. Sign document when finished.

5. After signing the document, the item drops out of your Message Center
Inbox.

Note: If the Message Center Inbox doesn’t automatically update after

signing the document, click Refresh 2 0 minutes ago )

Reminders

Reminders allow you to compose messages or designate results or documents for
follow-up at a later time. They are intended as notifications to ensure that patient
care activities for the specified patient are carried out at a later time. Reminders
can be sent to your own Inbox.

Reminders that are sent to another user’s Inbox are similar to messages except
they are saved to the recipient’s Reminders folder and do not activate until the
designated date.

Create a Reminder

Create a reminder to ensure that patient care activities for a specified patient are
carried out at a later time. Complete the following steps to create a reminder:
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1. From the Inbox Summary, select the Reminders folder. The Reminders Jl ]' QIES
folder opens in the Inbox Summary workspace.
= Work kems (4)

Saved Documents (..
Dacurments to Dic...

Feminder

2. Select the form of communication by clicking the downward arrow on
Communicate, and select Reminder. The New Reminder/Task window
opens.

Reminders X

| Comriunicake « L‘

0| Message re:
|E Reminder |312

R

dh

3. Click the binoculars next to the Patient field to search for the patient
using the Patient Search dialog box.

B New Reminder/Task

Task  Edit
2 High <_ Tatify }iMessage Journal

Patient:  [test, mark b | Showin' [Recipients Inbox -

To: | Test, Physician3; & T Include me
(o103 [ ficn)
Subject: |Remmder j r As: ‘ J

4. Select the patient and click OK.

5. Select the location where the reminder should show up using the Show In
list.

New Reminder/Task

Task  Edit

* High t Tatify ﬁMessage Journal

Patient: [{as, mark #h [ snowin [Recpients oo <] |

Ta: [Test, Physician3; dh [ Include me

[o1s3 [ i

Subject: | Reminder - as: | |
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6. Click the binoculars 0% next to the To: field to add recipients using the

Patient Search dialog box.

7. Enter a subject topic in the Subject field.
8. Enter the Show Up and/or Due On time for the reminder.

Note: When setting a reminder, 20 options can be set:

Show Up: The Show Up date sets the date when the reminder displays in the
recipient’s Inbox or becomes active if the reminder is attached to a
patient chart.

Due On: The Due On date sets the due date for the reminder. Reminders
that are overdue are indicated in red and displayed in the Priority
folder.

9. Compose the reminder.

10. Click Send.

Working with Reminders

Taking action upon a reminder can be completed directly from the Reminders list
that opens in the Inbox Summary workspace, or by opening and reviewing a
reminder. ,Complete the following steps to work work reminders:

1. From the Inbox Summary, click the Reminders folder. The Reminders folder
opens in the Inbox Summary workspace.
- Work lkemns (4)

Saved Documents (..
Documents to Dic...

Feminders (...

2. Double-click a reminder to open it.

3. Review the reminder, and click Complete on the Reminder toolbar to mark it
as complete. You can also redirect, reschedule, or reply to the reminder, or
add the reminder to the patient’s chart.
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Reminders >/ Reminders:

_:;;Replv ..@Replv all %;Redirect EﬁReschedule +" Complete |(§Print & & " Inbox View Summary Yiew

From:  Test, Physician2
Sent: 032511 0B1513EDT
Subject;

b Show &dditional Details

<Add Text=

From: Test, Physician?

To: Test, Physician3,

Sent: 03/25/11 08:15:12 EDT Show up: 03/25/11 08:15:00 EDT
Actions: Reminder call me with the results

Query Future Reminders

There may be times when would be useful to look at all future reminders that you
have.Complete the following steps to look up future reminders:

1. From Inbox menu, select Query Future Reminders.

ions | Inbox | Help

1 Med Empty Trash fﬁ =
Manage Configuratian

Manage Ouk of Office
. Manage Paoals .

Manage Preferences

ders

Manage Proxy | Tarararer]
unica e il
_| Query Fukure Reminders |_
d

— Select Read Only Inbo S
Shiow Completed

Showe Presiew Pane

2. Click All Future Items box to see all future reminders or select From and To:
dates/time to see reminders in a specific timeframe and click Search.

M Query, Future Reminders: Kever , Mark E

From: To

| Here=H | HeP H

i Future Reminders

Priority | Show Up Date | Patient Mame | Subject Due Date From

Redirect &l ‘ Search Cloze |
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Pools

A pool is a shared mailbox that can be accessed by any user that is a member of
the pool. While the contents of the Inbox are visible to all members of the pool,
only one individual must act on an item in order for that item to be considered
complete. Pool functionality allows providers that work in a care team setting to
share responsibility for managing results, documents, and messages for a shared
group of patients.

From within each pool Messages, Reminders, Refills, Results, and Documents
can be acted upon just as your inbox items are today. Pool items can be assigned
per user, based on who opened the item for viewing.

Working with Messages as a Member of a Pool

Complete the following tasks to access a pool Inbox:

1. From the Inbox Summary, click the Pools tab.

Inbox Summary a
Inbox F'rm{i
Poal TestPonl ~  Manage

Disnlay | gst30 Days -
Filters: Al =

= Inbox kems (68)

S Orders (B7/...
Proposed Crders (...
Orders to Approve (B4

Docume...

Results (1...
Gther (151)

hMessa...

Work ems (D)

Remind...

Notifications

Motify Recei...
Tra...
Sent lte...

2. Select the pool that you would like to access from the Pool list.
3. Select a specific date range.

4. If necessary, narrow the number of messages displayed by selecting an
option from the Filter list.

5. Click the plus (+) sign next to the category to expand it; Click the minus (-)
sign next to the category to collapse it. Click a folder to display the items in
that category.
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6. Double-click the item or select it and click Open to view the item.

7. To assign or unassign an item to yourself, right-click the item and select the
appropriate assignment option. By default if a user opens an item within the
pool to review, he/she is automatically assigned that item for completion (can
be unassigned via right-click).

Proxy Authorization

Granting proxy authorization enables another provider to access your Message
Center and work with it as your proxy. Additionally, you can be given proxy
from another provider and access the Message Center as a proxy. Proxy
authorization is helpful when you are out of the office for an extended period of
time.

Y our proxy can perform any activities for which you have granted authorization,
such as signing, refusing, and forwarding messages, orders, or documents. When
granting proxy authorization, you specify the provider, the specific Message
Center folders to which you want to give proxy as well as the effective dates for
the proxy.

As a proxy to another user’s Message Center, you have access only to the folders
and functions that have been granted to you. The proxy Message Center has the
same look and feel as your Message Center, except that all actions that you take
are on behalf of the individual for which you are proxy.

Note: When you have proxy access, the tasks that you can perform can be
limited by the user’s Message Center. Any activities that you
perform as a proxy are logged.

Granting Proxy Authorization

Granting proxy authorization allows another provider to perform activities for
which you have granted them authorization. Complete the following step to
grant proxy authorization:

1. From the Inbox Summary, click the Proxies tab.
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i Inbox Summary o
Inbn;l: Proxies |F'|:u:||s

P rosy: - Manage

Display =

2. Click Manage.

i Inbox Summary o

__ Inbay” Proxies | Poals

Display -

3. The Setup dialog box opens defaulting to the Given proxy view as indicated
in the upper left section of the Setup box.

Setup for, Test , Physician3

Configuration | Behavior Prefs | Manage Pools Manage Proxy | FYl Result Subscriptions
: Given
Prozies Given by Me Prowies T aken from Me
User | Begin Date [ End Date | Wew | User | Begin Date | End Date |
| | IR T
Given ‘ Received |
ak Cancal

Note: In addition to Proxy setup, the Setup dialog features setup preference
options for other components of the Message Center including
Summary View Configuration, Behavior Preferences, Manage Pools,
and FYI Result Subscriptions.

Owner: Cerner Learning Services CPOE Physician Training Guide
Effective date: April 18, 2011 Version 1 Tracking Number: 25STRGEXT019862
Cerner Corporation. All rights reserved. This document contains confidential information which may not be
reproduced or transmitted without the express written consent of Cerner.



4. If the Given proxy view is not the default view, change the view by selecting
the Given tab in the bottom right corner of the Setup dialog box.

Add |

] Given

| Feceived |

5. Locate the Proxy Given By Me section and click Add below the section to
add a user to your proxy list.

Given

Prosies Given by Me |

Uszer | Begin Date | End Date |

&dd

] Given | Received |

6. The New Given Proxy section opens in the bottom half of the Setup window.

User

i New Given Proxy

Additional Users

EBegin Date

[ 4011
End Date

E|E| [1317

[p5e0an

Ell=] =7

&

Available ltems

ﬂJﬂ Inbevs terms

Messages
CC Messages
General Messages
Orders
Orders to Approve
Renewal Orders
Proposed Orders
Results
Abnomal
Ciitical

Granted ltems d
Grant All >
[ sesr |
I
|
Cancel j

7. Click the binoculars E next to the User box to search for the provider

whom you want to give proxy permissions.

8. A Provider Selection window opens.
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.. Provider, Selection EJ@J EI

Last Name: First Name: Suffig:

[ [ | [~

Title: Aliaz: Alias Type: %

| = | 7] e
_ Cex |

™ Limit by group Mo data filtering
™ Limit by orgarization Mo data filtering
[~ Limit by position Mo data filkering

[~ Limit by relationship Mo data filkering

[ Wiew physicians only

Marne [ Organizations [Services [liases

|9

Cancel

9. Type the provider’s identifiers in the Last Name and/or First Name field,
then click Search | Jearch l

10. Select the provider from the search results, and click OK
| oK |

To grant proxy to more than one user, use the arrow to move the current user to
the Additional User's box. Continue searching and select the additional
providers.

Uzer

|T ezt , Physiciand

2] -]

Additional Users

11. Specify a Begin Date and End Date setting to define the time frame the
provider has proxy access. For example, if you are out of the office starting
4/8/11 at 1200 through 5/8/11 at 1200, specifying the dates and times ensures
the provider receives proxy only during that period.

Owner: Cerner Learning Services CPOE Physician Training Guide
Effective date: April 18, 2011 Version 1 Tracking Number: 25STRGEXT019862
Cerner Corporation. All rights reserved. This document contains confidential information which may not be
reproduced or transmitted without the express written consent of Cerner.



Beqin D ate

04/08/11 El E| (1200 El

End Date

05/08/11 El E| (1200 El

Note: Must assign proxies with a time frame.

12. Specify the types of permissions given to the proxy provider by reviewing
the Available Items.

Awailable [tems Granted |tems ﬂ
Inbo ltems
Meszages
CC Meszages Grant All -»>
General Messages
Orders
Orders to Approve
Renewal Orders
Froposed Orders
Results
Abnormal
Critical
Cancel | J
e To grant permissions to the provider for all Available Items, click
Grant All. All Available Items are transferred to Granted Items.
Available [tems laranted [tems ﬂ
Inbio Items Messages Otther SawvedC
Messages CC Messages Diocuments Matify R
CC Messages General Messages H_eview Trash
General Messagss Orders Sign Sent lter
Orders to Approve Fiesultz FY
Hrders Renewal Orders Abnormal
Orders to Approve Fropoged Orders Critical
Renewal Orders Riesults Marmal
Propozed Orders Abrormal Other
Fresults <<- Revoke Al Critical Reminders -
Abnormal Marmal Documents to Dictate
Critical < >
Cancel | J

Note: Clicking Grant All gives full access.

e To grant itemized Message Center proxy to the provider, select the
folder from the Available Items box and click Grant to add it to the

Granted Items box.
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Avvailable [terms Granted Ibems
Inbox ltemsz -~ Orders to Approwe (Orders]
Meszages
CC Messages Grant &ll -»»

General Messages —_—
Orders to Approve |
Renewal Orders Q
Proposed Orders

Abnormnal
Critic:al v

Cancel

13. Grant as many folders as necessary. The selected folders are moved to the
Granted Items box.

14. Click Accept & Next.

Granted |tems

hMezzages Other
CC Meszages [Meszages) D ocuments
General Meszages [Messages]  Review
Orders Sign
Qrders to Approve R eszultz Frl
Renewal Qrders Abnormal
Propozed Orders Critical
Results Mormal
Abnorral Other
Criticeal R eminders
Mormal Documents to Dictate
£ >
Accept & Mext Cancel

15. In the Setup window, review the proxy just granted.

i Given

Provies Given by Me

| zer Begin Date End Date
Test, Phpziciand 0411971 155300 EDT  05411/971 156300 EDT

16. Click OK.
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Viewing Messages as a Proxy

You can access another provider’s Message Center if you have proxy. Complete
the following steps to access a Message Center in which you have proxy,:

1. From the Inbox Summary, click the Proxies tab.

2. From the Proxy list, select the name of the provider’s Message Center you
want to view.

Inbox Proxies | Pools

Pro | eyer Mark »  Manage

Display

3. The provider delegated a set a folders to which you are given proxy. The
folders display in the Proxy Inbox Summary.

4. Complete any tasks for which you have proxy rights.

Note: The tasks you are allowed to proxy are limited by how the user set
the proxy for their Message Center.

5. When finished working in the Proxies tab, navigate to your Inbox tab to view
your Message Center. Your Inbox Summary folders are displayed.

Note: If you sign an Inbox item as a proxy, the signature states you
have signed on behalf of the individual’s Inbox. If you review
an item and you also want to leave it for the original provider to
review, close the notification or move to the next Message
Center item. Do not sign, refuse, or forward the notification.

Viewing Proxy Authorizations Granted to You

You can view a list of all the providers that have given you proxy access to their
Message Center. Complete the following steps to view proxy authorizations:

1. From the Inbox Summary, click the Proxies tab.

2. Click Manage. The Setup box opens defaulting to the Given proxy view as
indicated in the upper left region of the Setup box.

3. Click the Received tab located in the bottom left corner of the Setup window.
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Given—| Received |

4. The list of proxies given to you are noted in Proxies Received by Me pane.

Note: Names listed in the Proxies Received by Me pane are providers
that have given you proxy access to their Message Center.

5. To view detailed information about the privileges granted by a particular
user, select the user and click Details.

D etailz || | |

Given | Received |

Viewing Proxy Authorizations That You Have Granted

Complete the following steps to view proxy authorizations you have been
granted:

1. From the Inbox Summary, click the Proxies tab.
2. Click Manage. The Setup dialog box opens.

3. Click the Given tab located in the bottom left region of the Setup dialog box
if not already selected. The proxies given are displayed in the Proxies Given
by Me pane.

Details | Add | Fiemcuve|

Given | Feceived |

4. Select the proxy that you would like to view, and click Details. The
specific permissions that you have granted are displayed.
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Modifying Proxy Authorization

Once you have granted proxy authorization, you can modify the proxy as

necessary. Complete the following steps to update proxies:

1. From the Inbox Summary, click the Proxies tab.

Inbo

P roy:

Dizplay

NS kR

! Inbox Summary

* Proxies

Click Manage.

Click Details.

Fools

n

hanage
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Modify the proxy as needed.

Click OK to close the Setup dialog box.

Version 1

From the Proxies Given by Me pane, select the proxy you want to modify.

Click Accept & Next to save changes and close the Details pane.
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