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1. Scanning Hospital Referrals to World Client - MR copier

NOTE: ALL URGENT AND HOSPICE REFERRALS NEED TO BE SCANNED AS SOON AS RECEIVED

Remove paper clips, staples and any notes attached to the documents
Login to copier in Medical Records and select, EMAIL

Select, Address Book

Select, Search Network

Select, List all Public Entries

Select, MVH or VNA (VNA unless Hospice is stamped on the front page)
Select, To

Select, Close

Select, Subject

Enter, Last Name, First Name MRN

Select, Save

Go to, ‘EMAIL Options’ tab at top

Select, FileName

Re-enter, Last Name, First Name MRN

Select, Save

Put paper in feeder and press Start

Put confirmation sheet in folder



2. Scanning Hospital Referrals to World Client - Hospice copier

Login to copier

Select the Email tab on the right side of the screen

Select the To tab

Change the Address Book tab on the left side of the screen to Public

Type ‘V’ in the search box and hit Enter

The VNA and Hospice mail tab will be showing on the left side of the screen

Select the mail box you want and hit Add on the top right side of the screen and then hit
Done

Select the Edit tab on the left side of the screen

In the edit box, clear out ‘Xerox copy machine’ by typing ‘C’ on the green pad or hit
‘clear’ on the screen

Enter patient last name, first name, MRN and save

To remove an email box hit remove on the bottom right side of the screen and repeat
steps to add another email



3. Preparation of Hospital Referrals for scanning to MESA

Discard Intake sheets, usually the top 2, if any
Discard any pages not having to do with the patient (instructions, phone numbers, etc)
Cross out bar codes located on the left side of all pages in the referral

Put HSPREF (hospital referral) label on bottom left, put ID label on top left, write today’s
date on top

To create ID Label for each patient:

Open ‘My Medrec’ on desktop (ID automation tool)

Double click Bar Code

Enter patients MRN in box, click OK

Select, Print (ZDesigner S4M-203 dpi Zpl)

Go back to bar code and select properties to create next MRN

When complete, file by last name in the bin next to the copier



4. Scanning referrals to MESA - Single Sided forms

Every Monday, Wednesday, Friday scan referrals to MESA (ArcClient)
Take out groups of referrals, up to the day before today, (about 100)
(Staples, paper clips and loose notes should have already been removed)

Put all the referrals together and place them in the bottom tray of scanner, right side up and
label at top

Open ‘Scanning Workstation’ on desktop
Select, Scan top left menu bar
Select, Batch from drop down menu

Select, TestSS for HSPREF label (anything with a label is TestSS (Test single sided) or
TestDS (Test double sided)

Select, OK

Enter Batch Number, (batch number can be any number per user, use the same number)
Check, Document Grouping, select OK (document grouping is anything with a label)
Scanner starts, wait to finish

Select, Options

Select, Identify Now

All the scans print to the screen (Results)

Enter Batch # from the ‘Do Not Use’ box (bottom left of the screen shot, see Results) on the
batch cover sheet. It will consist of the printer number, date, and time, i.e. 1102820140830

Check appropriate Batch Type
Circle, SS (single sided) or DS (double sided)
Enter initials and date of person who performed the Batching, Scanning, and QC

Note, ID and name will fill automatically



Enter Today’s date in the DOS box (#4 of the screen shot) and click, Accept (see Results)
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Repeat above step for every scanned page

Click, OK to the prompt ‘No More Images’

Select, Transfer from top menu bar

Select, Review/Edit Document

The list of scanned documents will print to the screen
Check this list against paperwork

If all ok, close the screen

Select, Transfer from top menu bar

Select, Transfer Scans, click, Yes

Put batch cover sheet with scanned documents and put in boxes to file



4.1 BATCH COVER SHEET example:

BATCH #

BATCH TYPE:

485/487

NOA

HCI Work Tickets

Hospital Referrals

Miscellaneous

SS DS

Please initial and date when each of the following steps have been
completed:

BATCHED

SCANNED
QC




5. Preparation of other documents for scanning to Mesa

Other Documents include Face-To-Face, NOA (Notice of Acceptance), 485°s/Interim Orders,
Work-Tickets, Home Health Change of Care, Advanced Beneficiary Notice, Notice of
Medicare Non-coverage (green or yellow), MD Orders, Money Handling, Grocery Shopping,
Telehealth and miscellaneous.

Each document type is located in a designated bin in Medical Records

Sort documents by type

(MD Orders, NOA and Work-Tickets are priority documents for scanning)
Select approximately 100 or less of one type of document to prepare

Remove staples, paper clips and any loose notes attached to the document
Unfold any dog eared documents; smooth creased documents; tape any tears
Assure each page includes the patient name, patient ID, date and form name

5.1 Face-To-Face
No labels required

Write date at top or circle printed date
Write MRN or circle printed MRN in top right corner
Single sided

52 NOA
Bar code is on bottom left, if not put NOA label

Put ID label on top left, write date at top
Single sided

5.3 485’s/Interim orders
No labels required

Write date at top or circle printed date
Write MRN or circle printed MRN in top right corner

Single sided
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54

5.5

5.6

5.7

5.8

5.9

Work-Tickets
Put WKTVNA label over existing label in bottom left corner

Put ID label or Write MRN on top left
Double sided

Home Health Change of Care
Put HHABN label on bottom left

Put ID label on top left
Write date on top or circle printed date
Single sided

Advanced Beneficiary Notice
Put HHABN label on bottom left

Put ID label on top left
Write date on top or circle printed date
Single sided

Notice of Medicare Non-Coverage (green or yellow)
Put MEDNC label on bottom left

Put ID label on top left
Write date on top or circle printed date
Double sided

MD Orders
Put DRORD label on bottom left

Put ID label on top left
Single sided

Money Handling, Grocery Shopping, Telehealth
No labels required

Write today’s date on top

Single sided
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6. Scanning other documents to MESA - Single/Double Sided forms

Remove staples, paper clips and any loose notes from a group of other documents described
above

Place them in the bottom tray of scanner, right side up and label at top

Open ‘Scanning Workstation’ on desktop

Select, Scan top left menu bar

Select, Batch from drop down menu

Select, TestSS or TestDS depending on the properties of the form being scanned
Select, OK

Enter Batch Number, (batch number can be any number per user, use the same number)

Forms with a label, check Document Grouping
Forms without a label, uncheck Document Grouping

Select, OK

Scanner starts, wait to finish
Select, Options

Select, Identify Now

All the scans print to the screen

Enter Batch # from the ‘Do Not Use’ box (bottom left of the screen shot, see Results) on the
batch cover sheet. It will consist of the printer number, date and time, i.e. 1102820140830

Check appropriate Batch Type
Circle, SS (single sided) or DS (double sided)
Enter initials and date of person who performed the Batching, Scanning, and QC

For forms without labels, enter ID, Last name, First name and signature date manually

Enter today’s date in the DOS box (#4 of the screen shot, see Results) and click, Accept
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Repeat above step for every scanned page

Click, OK to the prompt ‘No More Images’

Select, Transfer from top menu bar

Select, Review/Edit Document

The list of scanned documents will print to the screen

Check this list against paperwork
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7. Printing 485 /Interim Orders

Login to OfficeWyse

Select Management Tools

Teams — check ALL, Clinicians — check ALL, Forms — Check 485/Interim to Send (ALL)
Click Search

Sort by Physician, ascending order

Click Print Review (Send list to printer)

Click Print All 485’s (Send forms to printer)

Click YES, OK to questions

When done printing, resort list by Physician, ascending order
Click Print ALL Interims (Send forms to printer)

Click Yes, OK to questions

List should be cleared out, if any orders remain, repeat process for the type of order
remaining until list is clear
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Medical Records
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[ allore, Laurene [ 485/ Interim To Review
IX slore, Robert ¥ a25/interim To Send (all
B alrmonte, Wirginia 7 485/Interim to Recial)
[ Anderson, Judy = [ F2F to Reciall)
Clear All Clear All | Clear Al | Seerah |
To Be Reviewed |
Date Physician | Clinician Farm Reason Patient :l
10172004 [Aziz sulan, ... Smaley, Melizsa 485 Send - Medicare Fi2111Z Callahan, Ci
1071972014 |Aziz Sultan, ... [Smaley, Melissa 4as Send - Medicare 7731112 caliahan, C o 2 [Fwom |
10/21j2014  |Aziz Sulkan, ... [Smalley, Melissa 485 Send - Medicare 7721112 Callahan, Cz
10/22/2014  |Aziz Sulkan, ... [Smalley, Melissa <485 Send - Medicare 7721112 Callahan, C:
10/2302014 aziz Sulkan, ... [Smalley, Melissa 485 Send - Medicare 7721112 Callahan, Ce Print Review |
10/23f2014 aziz Sulkan, ... [Smalley, Melissa 485 Send - Medicare 7721112 Callahan, Ce
10/17/2014  [Beaudoin, S... [Ginaras, Ashley Irkerim Order Send - Medicare 52398 Dube, Norma
10/19f2014  |Beaudsin, S... |Gingras, Ashley Irkerim Crder Send - Medicare 52398 Dube, Norma Print Al 485's|
10/17f2014 Bicklew, Barry  [Perryman, ann 485 Send - Meighborhood ... (7805112 Kalaydiian, ¢
10/17/2014  |Bickley, Barry |Perryman, Ann 485 Send - Meighborheod 7805112 Kalaydiian, ¢
10/24f2014 Bickley, Barry  [Perryman, ann 485 Send - Meighborhood ... 705112 Kalaydjian, ¢ Print All |
10/20/2014 Borges, Law. .. [alcombright, Heather  [Interim Order Send - Medicare 7715112 Berger, Rich Interim’s
10/17/2014  |Colnes, Jeff... Mallory, Michells Irkerim Order Send - Medicare 5300113 Miller, Bob
10j23/2014  |Colnes, Jeff... Mallary, Michelle Irkerim Crder Send - Medicare 5300113 Miller, Bob Print:
D6 f24f2014 Costaglicla, ... [Morthar , Cheryl Irterir Order Send - Medicare 4577112 welch, John Schedule
10/19/2014  |Costaglicla, ... [Martham , Cheryl 485 Send - Medicare 1323094 Higgitt, Joar
10j232014  |Costagliola, ... [Mortham , Cheryl 455 Send - Medicare 1523054 Higgitt, Joar BrAE S
10/24/2014 Criscitiello, Hurley, Lari E. 485 Send - Medicare 7472112 Cordima, Sa Schedules
10/20/2014  |Fagan, Maurs |Aaron, Haley 485 Send - Medicare 7746112 Brown, Edv.
10f20f2014  |Fagan, Maura |Aaron, Haley 485 Send - Medicare 7746112 Brown, Edv.
10/2z2f2014 Fagan, Maura |Aaron, Haley 485 Send - Medicare 7746112 Brown, Edw. Prnt Report |
10/24/2014  |Fagan, Maura |Aaron, Haley 485 Send - Medicare 7746112 Brown, Edw.
10/18/2014  |Glazier, Ken... |Yeo, Ann 455 Send - Medicare 9725115 Ohandley, €
10/19/2014  |Glazier, Ken... |Yeo, Ann 485 Send - Medicare 9728113 Ohandley, ¢
10/09}2014  |Gravel, Jos... |Gliklich, Tasha Iriterim Crder Send - United Healthc, .. (9478102 Garcia, Mari.
10jzzjz014  |Gravel, Jos... |Gliich, Tasha 485 Send - United Healthe, .. [34758102 Sarcia, Mari.
1oy24/2014  |Gravel, Jos... |Gliklich, Tasha as Send - United Healthe... (9475102 Garcia, Mati.
101772014 Hurchik, John |Proposki, Melissa L. 485 Send - Medicare FFO0112 Prettyman, | Cutput
1002402014 |Hurchik. John |Proposki. Melissa L. 455 Send - Medicare 77O011% Pretbvman. Report |

-
—_
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8. Receiving signed 485 /Interim Orders

Login to OfficeWyse

Select Management Tools

Teams — check ALL, Clinicians — check ALL, Forms — check 485/Interim to Rec (ALL)
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Check form for doctor signature, whose name is under Signature line, and dated

If a different doctor signed the form then:

Make sure the doctor name under signature line is crossed out

Make sure doctor name, who actually signed form, is printed next to it

Note: Do not accept stamped signature or stamped date

Double click patient name in receiving list to open record

Check for the correct cert period
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Compare the form with the order on the screen to make sure you have the correct order, 485 or
interim, (you can reference the sent date/time on bottom of form)

If a doctor’s name has to be changed, go to the box labeled, Physically Signed By and type in

correct name

1 Watar St =
ooclt Apt 513
Hawverhill, M4 01830
irders For Discipline and Treatments  SH:
dic Inclslon/wound care: bilat buttocks, wash NS, hydrocollold tagaderm comb dressing
2-3wfwk & prm (anc always stiting on gal cushion). Incision/wound cara: Bilateral =l
mﬂ?ﬂ —FFS based on Cursis dore on 08,/18/2014 (Frimary Irsursnce - Medicars)
Records [34 [er [ [other [fopawep [rlavedep [Tomlep [Frs oy ]
[§2.250.00 (7%} [$0.00 (%) .00 (%) $580.00 (Z3%)  [§2,930000 (10... 000 (%) 250000 [§2,049.50 (4580200
Drispalany irwr 1
 Currerk 485 Ugsdate (405 Lipdate Mistory © SOCMecert 455 08 Serk on I0YE3 0 0515 PH "‘;" | wnﬂs| m I
Exk —Eppronal 1 Comments
F Assocated Phyicans =
[T iarkaly s crvied il poteiod by |
Racerved by |
F Physcaly sgred by: [erethi, Ruchard E.
7414 2 when:. Juogzafzote 4
Logon: Ronshall, Alce Tolbo Lisk I QASTS | [2+d I 5 | r"'_\"_,h‘_ | F-.A--:-I:r | m t;': | Pk | Send Mal I e |

FWL.NET 18.82

Click Confirm Signature at bottom, click Yes to question regarding doctor signature/date

Click ToDo List at bottom to return to list of patients

Date stamp the hardcopy and place in appropriate bin for scanning
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If patient name does not exist in the ToDo List, lookup patient in Medical Records
Select cert period, 485

Select 485 Update History in Display View

Scroll down to find order

If order has been received, make sure that it is exactly the order in the chart and recycle the
duplicate.

- T TETTTGT PUSOY PO Wil LRIl 15Ol SOLE L 58 FrT -1
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=Acute venous embolism and thrembosis of upper extremity, unspecified (453.83)
W01 E
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Y NI R R— - ra s R
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