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DOCUMENTATION TERMS AND CONDITIONS

Documentation: This document contains information that is confidential and proprietary to
eClinicalWorks, LLC and is intended for use solely by its authorized licensees ("Authorized
Entities"). In accordance with these conditions and contractual agreements by the user, this
document may not be copied, displayed, distributed, published, or otherwise reproduced,
otherwise used, transmitted, or in any form or otherwise made available or used by anyone
other than the authorized client to whom this document was originally delivered without the
prior written consent of eClinicalWorks, LLC. Pursuant to its agreement, Authorized Entities may
receive copies of or access to certain written technical support or explanatory documents
regarding eClinicalWorks' software; eClinicalWorks' services; and/or eClinicalWorks' internal
policies and procedures (collectively, "Documentation”).

The examples, images, and scenarios presented in this documentation are solely for
explanatory use of the software and its functionality and should not be construed as directives
for clinical or medical decisions; the user is ultimately and completely responsible for clinical
and/or medical decisions made regarding patient care.

eClinicalWorks documentation may contain hyperlinks to external sites and/or third-party
vendors for functional, informational, or instructional purposes. Use of these external links is at
the user's and licensee's risk.

eClinicalWorks assumes no responsibility for errors or omissions that may appear in this
publication and reserves the right to change this publication at any time without notice. All users
are instructed to consult the latest version of the Documentation at my.eclinicalworks.com for the
latest updates to the Documentation at all times.

Once obtained, the distribution or posting this proprietary document on the Internet for public
and/or private use is strictly prohibited. This restriction includes Internet websites, forums,
blogs, private or public portals, or any other electronic means of sharing beyond the intended,
licensed user.
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ABOUT THIS GUIDE

This guide was created for the eClinicalWorks® Occupational Health employers using the
Employer Portal.

For more information, refer to the topics:
m Product Documentation

s  Webinars

m  Getting Support

m  Conventions

Product Documentation

The eClinicalWorks documentation supports the eClinicalWorks Electronic Medical Record (EMR),
Practice Management (PM), and/or additional software features.

eClinicalWorks documentation is available from:
https://my.eclinicalworks.com Customer Portal

m click the Documents and Videos widget on the Knowledge tab to display the documents
available in PDF format

¢ click the HelpHub widget on the Helpdesk tab to display the documents available in the
HelpHub

m eClinicalWorks application - from the Help menu, click the HelpHub link.

For more information, refer to the sections Webinars and Getting Support.

Webinars

For more information, take advantage of the free unlimited eClinicalWorks Webinars—
interactive seminars conducted online. These courses are presented by product trainers who
are experts with eClinicalWorks and all of its capabilities. To sign up for an eClinicalWorks
Webinar, go to:

my.eclinicalworks.com Customer Portal.

To view and register for Webinars, click the Knowledge tab and then click the Webinars widget.
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About This Guide Getting Support

Getting Support

For support-related issues, open a Support Case on the eClinicalWorks Customer Portal at:
https://my.eclinicalworks.com

You may also call or e-mail eClinicalWorks Support:
Phone: (508) 475-0450

Email: support@eclinicalworks.com

Conventions

This section lists typographical conventions and describes the icons used to call out additional
information and to indicate item keys, new features, and enhancements to the application.

m Typographical conventions:

Bold Identifies options, keywords, and items in a description.

Italic Indicates variables, new terms and concepts, foreign words, or
emphasis.

Monospace Identifies examples of specific data values, and messages from the
system, or information that you should actually type.

m lcons are used to highlight new features and indicate enhanced features and item keys:

lcon Description

Indicates a Patient Safety feature.

Indicates an item key.

Identifies new features, suggested by clients, from the eCWIdeas website:
http://ecwideas.eclinicalworks.com

Identifies new features.

Indicates enhanced features.

Points out helpful tips or additional information.

QOO0 00 aQ
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About This Guide Conventions

lcon Description

@ Indicates the feature helps meet MACRA and/or Medicaid Meaningful Use
requirements. Depending on the practice, this could be MIPS or Advanced
APM.

IMPORTANT! Refer to the Safety, Security, and Compliance section on the
my.eclinicalworks.com Customer Portal for any current communications related to
Patient Safety, Security, or Compliance.

Note: No issues related to Patient Safety, Security, or Compliance were identified in
this document during the document review process.

Note to eClinicalWorks Private Cloud/SaaS Users: When accessing the eClinicalWorks
application via RDP (Remote Desktop Protocol) as a backup, be advised that
Microsoft® Office® applications such as Excel® and Word® will not be supported.
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EMPLOYER PORTAL ACCOUNTS AND OVERVIEW

The Employer Portal enables employers to manage their employees, occupational health
documents, employee appointments, and health surveillance. The Employer Portal opens to the
Dashboard by default, providing a high level overview of employee appointments and
documents.

Both practice and portal administrators can provide portal access to an employee. The new
user will then receive a signup e-mail to begin configuring their account.

For more information about creating accounts and accessing the Employer Portal, refer to:
m  Employer Portal Activation

m  Employer Portal Setup

m Create Your Account

m Access the Employer Portal

m  Employer Portal Overview

Employer Portal Activation

Path: Admin menu > Product Activation
The Employer Portal is activated from eClinicalWorks.

On the Product Activation window, search for the Employer Portal, and then click the Activate
button on the right-hand side.

A green check-mark on the left indicates that the Employer Portal is currently activated:

? GoodRx
Gnﬂdﬂ Thie On=Dhismand Activation tool activabis GoodRx moduli (o Bud d5count coupons on msdcation(s) to pathent]s).
DEACTIATE
V|
Employer Fortal
Employer portal & a critical tool for enablng communication babween practices and employers for Emgployer Health, The
Employilsr Portal 5 3 usay Frissnadly mnterface that alows for streamined and Sooure CoOmMMURCIEoN,
? QRDA
edinicalworks QRDA Module provides the ability to Import and Expert Quality Reporting Dooument Architecture (QRDAY g

documents. The module supperts Imperting of QRDA 1 and exporting QROA1 and QRDA 3 dotuments.
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Employer Portal Accounts and Overview Employer Portal Setup

Employer Portal Setup

This section describes the settings required for the Employer Portal:

Occupational Health Settings - The Occupational Health Portal settings are configured in
eClinicalWorks. The portal administrator must activate their portal login. Once the portal
login is activated, then the employer portal can be configured by both portal administrators
and practice administrators.

For more information about setting up the Employer Portal, refer to the Occupational Health
User Guide.

Portal Branding Tab - Configure the images and message that display in the Employer's My
Employer Portal from the Portal Branding tab.

For more information about setting up Employer Portal branding, refer to the Occupational
Health User Guide.

Create Your Account

Each new portal user receives a welcome-to-portal e-mail. This e-mail provides the user with
their Employer Portal username and a verification link. The user must click the verification link
to create their Employer Portal account.

To create an Employer Portal account:

1.

Click the verification hyperlink in the signup e-mail.

The Create Login window opens.

Enter and re-enter a password.
Use the Question1 drop-down list to select a security question:

=
(@) Create Your Account
\Hﬂ Please fill your details for account creation
Password Setup
Password Re-enter Password

(L AL L R Y ) ELEE LY

Set Security Questions

Your driver license number v our first your car v
MA1234567 BMW

Question3 T Questiond v
Questions ¥

4. Enter the security question’s answer in the Answer field.
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Employer Portal Accounts and Overview Access the Employer Portal

Note: Users must select and answer five security questions. ‘

5. Click Save.

The user’s account is created and the user is logged in to their Employer Portal.

Note: Users should save the Employer Portal URL to their Web favorites. ‘

Access the Employer Portal

0 eClinicalWorks suggests saving the Employer Portal Login window to their
Google™ Chrome™ Favorites Bar.

Log in to the application to begin working in the Employer Portal.

For more information about logging in, refer to the section Logging in to the Employer Portal.

Logging in to the Employer Portal

Log in to the Employer Portal from the Login Page.
To log in to the Employer Portal:
1. Enter your username.

2. Enter your password.
3. (Optional) If you forget your password, click the Forgot Your Password? hyperlink.

m

~\\};y Employer Portal

Welcome!
Signn

Isemame

Password

SIGN/IN
| Fargor vour Easswand?|

For more information about resetting your password, refer to the section Resetting a
Forgotten Password.

4. Click Sign In.
The Employer Portal dashboard displays.
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Employer Portal Accounts and Overview

Resetting a Forgotten Password

When required, reset your password.
To reset your password:

1. Click the Forgot Your Password? hyperlink.
2. Enter your username:

{: M‘y Employer Portal

Forgot Password?
Please enter your username below and we will send the
passward resetinstruction to your e-mail.

Username

Username

3. Click Send Link.
Log in to your e-mail and access the Reset Password Link e-mail.

5. Click the Click here to reset password hyperlink.
The Reset Password window opens.
6. Enter the answer to the displayed security question.
7. Click Submit.
8. Enter and re-enter a new password:

o Reset Password

Please set your new password

Reset Password

Enter New Password

l

Re-enter New Password

Re-enter Mew Password

9. Click Submit.

The password is reset and the Employer Portal dashboard displays.

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021
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Employer Portal Accounts and Overview Employer Portal Overview

Employer Portal Overview

The Employer Portal contains a navigation band, dashboard overview, access to user
management, and a user-specific drop-down list:

{?Pyt‘m.p\'wdrw

g8 oaskeosrn

B clinic Appointment Activity Upcoming Appointments [ pocument Review

ks Mic-th Triis Year 5 &% Pebe 3000, 18:13 Akt

EUHEr, MOTgAn

) 94 Feb 1030, 0513 AM

You have © mew dogumen
——

Ghnjupaiil Abhindy

0 0% Fit 200, 16115 AM
Peterson Jessica
Feb 2020

2 Ry e

E Opn-11 3 - 02

The following table describes the features available from the Employer Portal:

Feature Description

Gear icon Click to display the User Management window. For more information
about this window, refer to Configuring User Management.

User icon This feature displays the user’s profile picture. Click the drop-down
list to access your profile or log out.

For more information about the user's My Profile, refer to Editing
Your Profile.

Dashboard For more information about this feature, refer to the Employer Portal
Dashboard chapter.

Employee For more information about this feature, refer to the Employer Portal
Employees chapter.

Review Document | For more information about this feature, refer to the Employer Portal
Document Review chapter.

Appointment For more information about this feature, refer to the Employer Portal
Appointments chapter.

Health For more information about this feature, refer to the Health

Surveillance Surveillance chapter.
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Employer Portal Accounts and Overview

Configuring User Management

From the Employer Portal home page, click the gear icon to display the User Management
window. From this window, configure the Employer Portal’s users:

£} USER MANAGEMENT
User Hame User Role Web Access Status
All A All L All r
(ier ]
[ activate | | deactivate | [ edit || detete |
Name - User Role - Last Login - Created ~ Web Access  Status
JBryan HR Never Logged in 02/28/2018 12203 AN Admin b4
Aulig HER 0372172018 0148 FM  02/26/2015 0143 PM Admin o
Jatelyn  Benefits Administrator  03/21/2018 01:539PM 03/21/2018 01:54 PN Admin vy
Shalini HR 02/12/201803:19 PM  03/12/2018 03:15 PM Admin e
No.of&mvs::m v: EI -

The following table describes the features available in the User Management window:

Feature Description

Add New Click to add a new user. For more information about this feature,
refer to Adding New My Employer Portal Users.

Filters Users can filter the list of employees displayed in the User
Management window by username, user role, web access, and
status. Click the Filter button to apply the selected filters, or the Clear
button to reset the filters.

Activate Click to activate the selected user. For more information about this
feature, refer to Activating Users in the Employer Portal.

Deactivate Click to deactivate the selected user. For more information about this
feature, refer to Deactivating Users in the Employer Portal.

Edit Click to edit the selected user. For more information about this
feature, refer to Editing Users in the Employer Portal.

Delete Click to delete the selected user. For more information about this
feature, refer to Deleting Users from the Employer Portal.

User-level icon Point to a user to display the Edit icon.

Navigation Users can view additional employees in the user management list by
using the No. of Rows drop-down list and the Previous and Next
arrows.
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Employer Portal Accounts and Overview Employer Portal Overview

Adding New My Employer Portal Users

Path: My Employer Portal > User Management

When required, add a new user to the Employer Portal from the User Management window.
To add a user:

1. Click Add New.

2. Enter the user's information into the available fields:

Add User

First Mame* Middle Initial Last Mame* User Rale
--- Select--- v

Web Access ~ Email Address Maolbile (Cell) Work Phone

--- Select --- v
Address City State Zipcode

=== Select .- v

Status

wnn GRlECE 2un v

Note: The items displayed in the User Role drop-down list are configured by the
practice in eClinicalWorks. Contact the practice administrator for more information.

3. Click Save.
4. From the system-displayed confirmation message, Click OK.

The new user is added to the Employer Portal and will receive a signup e-mail.

Activating Users in the Employer Portal

When required, activate a user in the Employer Portal from the User Management window.
To activate a user:

1. Check the box of a user.
Click Activate.
3. From the system-displayed confirmation message, click OK:

Message ®

Uszer Mame Status
Activared

** Password delivered to registered email address for activated users

o]

The selected user is now activated.
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Employer Portal Accounts and Overview

Deactivating Users in the Employer Portal

When required, deactivate a user in the Employer Portal from the User Management window.

To deactivate a user:

Check the box of a user.

2. Click Deactivate.
3. From the system-displayed confirmation message, click OK:

eClinicalWorks .

User(s) Deactivated Successfully

A red X displays under that user’s Status attribute.

Editing Users in the Employer Portal

When required, edit a user in the Employer Portal from the User Management window.

To edit a user:
1. Check the box of a user.
2. Click Edit.
The Edit User window opens.
3. Enter the edits into the applicable fields.

Employer Portal Overview

4. Click Save:
EditUsar
Fergt Nama* Msaale lrausl Laat Name* Uper Rele
Hateyn MR [+]
Web Access Ermadl Address Mokl (Call) Wark Phane
Admin [»] S05-4T5-0450
Address (il:r Siate Tipeode
Status User D Lt Logiin
Active I | | | | 12/08/2007 02:58 Pt

The user’s information is updated.

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021
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Employer Portal Accounts and Overview Employer Portal Overview

Deleting Users from the Employer Portal

When required, delete a user from the Employer Portal from the User Management window.
To delete a user:

1. Check the box of a user.

2. Click Delete.
3. From the system-displayed confirmation message, click OK:

eClinicalWorks X
Are you sure with user delete?
e [31]

The user is no longer listed in the Employer Portal.

Editing Your Profile

Each user profile contains information entered when an administrator added the employee
login and additional fields that the user can edit:

My Profile

Demographics Info  Login Info
First Name* Middle Name Last Name®

/ \ Ju[ie
User Role Status Employer
HR | Active . ABC Trucking
Email Address*® tMobile (Cell)* Woerk Phone
0 julis@ecw.com '
Address City State
--- Select--- v

Zipcode

To access the My Profile window:

1. From the Employer Portal home page, click the profile icon:

My Employer Portal

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021 17



Employer Portal Accounts and Overview Employer Portal Overview

2. Then, click Profile:

Profile

Log Out

The My Profile window opens to the Demographics Info section.

The following table describes the features available in the My Profile window:

Feature Description
Upload Image Click the pencil icon, and then select an image to be uploaded as
your profile picture.
Demographics Enter any missing, or update existing information.
Information
Login Info Click this tab to display your login username and the feature to

change your password.

Save Click to save the information in your profile.

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021 18



EMPLOYER PORTAL DASHBOARD

Path: Employer Portal > Dashboard

The Employer Portal dashboard displays a high-level overview of the clinic's appointment
activity, upcoming appointments, and documents in tile-format:

&8 oasHeoarD

Clinic Appointment Activity Upcoming Appointments Document Review

m This Year (7] 23 Mar 2018, 09:45 AM
Lambright,Patricia

0 27 Mar 2018, 10:00 AM

REVIEW |

Grim,Jack P. You have T new

documents for review

Highcharts.com
W Open-12 Ll Total - 23

This window displays by default. From another Employer Portal window, click the Dashboard
menu item to navigate back to this window:

Daihbeard

For more information about each tile, refer to the sections:
m The Clinic Appointment Activity Tile
m  The Upcoming Appointments Tile

m  The Document Review Tile
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Employer Portal Dashboard The Clinic Appointment Activity Tile

The Clinic Appointment Activity Tile

The Clinic Appointment Activity tile displays the number of open appointments against the total
number of appointments, by either the current month or year:

Clinic Appointment Activity

Thts Nerth m

2018

M Open - 14 Total - 26

6 Point to the Open or Total segment of the graph to display its percentage.

The Upcoming Appointments Tile

The Upcoming Appointments tile displays upcoming employee appointments. Click View All to
navigate to the Appointment window:

Upcoming Appointments

) 23 Mar 2018, 02:45 AM
Lambright,Patricia

3 27 Mar 2018, 10:00 AM
Grim,Jack P.

VIEW ALL |

For more information about working in the Appointment window, refer to Employer Portal
Appointments.
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Employer Portal Dashboard The Document Review Tile

The Document Review Tile

The Document Review tile displays the number of documents that are pending review and
enables the user to launch the Review Documents window.

Click Review to launch the Review Documents window:

Document Review

You have 7 new
documents for review

For more information about working in the Review Documents window, refer to Employer Portal
Document Review.
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EMPLOYER PORTAL EMPLOYEES

Path: Employer Portal > Employee

The Employee Demographics window displays the employer’s list of employees and enables the
user to add new employees to the system:

G EMPLOYEE DEMOGRAPHICS | AddNew |
First Name Last Name Darte of Birth Status
Active v
-
Employee Name D.0O.B Fhone(W) Email Last Appointment Status
Charles Manik 09/0e 1982 301-777-0326 charles@abc.com 03/13/2018 16:15:00
Elizabeth Brownfield 11/18/1983 954-967-2222 liz@abe.com 03/07,2018 0:9:00:00
Gregory Woods 08/29/1965 231-205-3022 greg@abc.com 0371372018 11:25:00
Helen Carter 05/24/1978 610-837-2212 helen@abec.com 03/09/2018 0%:20:00
Jack Grim 08/24/1986 225-T04-5643 jack@abc.com 0370172018 10:17:00
John Smith 0&/02/1978 508-475-1234 john@abc.com
Karan Novick 06/19/197T 239-444-3168 knovick@abc.com  03/19/2018 15:30:00
Larry Gray 01/06/1972 T07-210-2222 larry@abc.com 03/18/2018 09:32:00
Linda Lancaster 093071979 336-945-2237 lindaEabc.com 03/14/2018 09:00:00
Lyla Lawson 0&/28/1979 219-963-2222 Iylagabe.com 03/14/2018 10:43:00

The following table describes the features available in the Employee Demographics window:

Feature Description
Add New Click to add a new employee. For more information about employee
configuration, refer to the section New Employee Configuration.
Filters Filter the list of employees by first name, last name, date of birth,
and status.
Clear Click to clear selected filters.
Filter Click to filter the Employee Demographics window.
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Employer Portal Employees

New Employee Configuration

Feature

Description

Employees

Configuration.

Click on an employee to display their demographic information,
employment history, and their documents and certificates.

Point to an employee to display their employee-specific Edit icon.
For more information about using this icon, refer to New Employee

Rows Per Page

in this window.

Use the drop-down list to select the number of employees to display

New Employee Configuration

Path: Employer Portal > Employee

Add new employees to the employer’s list of employees when required. These employees then

display as patients in the eClinicalWorks® software.

To add a new employee:

1. Click Add New.
2. Complete the Demographics section of the New Employee window:

First MName*

Middle Name

Last Name*

Date of Birth*

Gender”
& Male

3. Click Next.

New Employee

Female

phics Employment History

Address Line 1 Work Email Address

Address Line 2 Personal Email Address

City Work Phone
State” Home Phone
Age - Yrs. Select \d
Country* Mobile (Cell)
UNITEDSTATES ~

Zipcode social security Number

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021
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Web Enabled*®

Yes ¢ No
Status

Active

Release of Information

Yes




Employer Portal Employees

New Employee Configuration

4. Complete the Employment History section of the New Employee window:

New Employee

Demographics
L o

Employer*
ABC Trucking

From Date

Status
Active

Employer

5. Click Add.

The employment history displays in the Employment History list.

6. Click Next.

Employee D

Employment History
.

Health Surveillance
a

Employee ID* Job Title Location
Select Select v
To Date Job Category Department
[a] Select Select v
Project  JobTitle  Job5ite Job Category FromDate Todate  Status

7. Check the applicable boxes of each Health Surveillance screening required for the

employee:

New Employee

Surveillance

o Audiometry

Demographics

Employment History
]

Status

HS Required

Mext Test

Health Surveillance
®

Next Due

Note: Required screenings are generally based on the employee's role.

8. Click Save.

The system displays a message confirming the employee was created successfully.

9. Click OK.

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021
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EMPLOYER PORTAL DOCUMENT REVIEW

Path: Employer Portal > Review Document

The number represents the number of documents that need to be reviewed.

Review employee documents in the Review Documents window. The list of documents
displayed is imported from the practice-configured Occupational Health Settings folder.

The following image and table describe the features available in the Review Documents
window:

@' REVIEW DOCUMENTS

Status All (e Outstanding Reviewed Show High Priority Only
Priority Date Employes Name Document Name Status
03/13/2018  Gray,Larry HEW MCSA 5875_031320158_113354 Open
03/13/2018  Lawson,Lyla J. MEW MCSA 5875_03132018_112551 Open
03/07/2018  Lancaster Linda Medical Exam Report Open
03/06/2018  Lambright,Patricia MEW MCSA 5875_03082015_153616 Open
03/05/2018  Grim Jack P. MCSA 5875 Medical Examination Report_03052018_141738 Open
03/05/2018  Manik Charles MC5A 5875 Medical Examination Report_03052018_140825 Open
03/05/2018  Manik Charles HEW MCSA5875_03052018_14154] Open

] High Priority

Mo of Rows [ 10 = n >

Feature Description

Status filters Select a Status radio button to determine which documents display.
Check the Show High Priority Only box to display the high-priority
documents that need to be reviewed.

Documents Documents display with their date, employee name, document
name, and status. A visual indicator displays next to high-priority
documents.

Click the document name to open the Review Document window. For

more information about working in the Review Document window,
refer to the section The Review Document Window.

©Copyright eClinicalWorks - My Employer Portal Guide - April 2021
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Employer Portal Document Review The Review Document Window

Feature Description
No. of Rows Use the drop-down list to configure the number of rows that display
in the Review Documents window.
Navigation Click the Previous or Next arrow to display additional documents for
Arrows review.

The Review Document Window

The Review Document window displays the selected document for review as well as the
document’'s name, the employee’s name, the employee’s date of birth, the document’s priority,
the date the document was uploaded to the Employer Portal, and an editable description field.

Reviewed documents also display the name of the user who marked the document as Reviewed
with the date and time.

To mark a document as reviewed:

1. Open a document to be reviewed.

Review the document.
3. Click Mark The Document Review:

Review Document

pocument Name: |

Medical Exam Report | femmsciassrs s i2ow019 ol i 10 D000 Emieatinn Dt B 1001 B
Employee Name: N —— - - R - o
Lancaster,Linda e Ao s L fmipmaton daplat o i o I it b e i """'"“"‘""""""'!""“"""‘""‘
“Mﬂ“ﬂm —-—-Jnnhniloﬁuﬂu%wlﬁ—m o, s
DOE: E _-.-u*m“ wt—mn-ﬂqﬂqm
08/30/197 S5 Copatmind of Bsuypciation Medical Examination Report Form
9/30/1979 Ertey Adeinsion Dot Livmameil e Ml eroiction)
Priority:
N l PEFVACT ACT STATEMENT: Thii ] ded Bk Privacy Aot of 1904, JLEC§ 2508
orms USTIORITY: Tt 41, Urdsod et Gocde (UL 53 VS 111 1BARN) sncl 11190100 MEDICAL RECORD #
- m WWU reualtn of 3 driwa phyical mmumn-nm&m MMNJ :mmmmmnm
Uploaded Date: pliliinituste e - , .
ul.'l:ﬂ'_ll'zﬂla lmmwumMhmwﬂuhﬂuumwmuwamumsuiw fior sticker)
oo 10 theh Abgpelremanes b A3 TER 13T 41008 Yo reoand srsalts of 3 devs phyucal wredl
2 CHE i rani st coumamang g whign they ditivar i npuired] By 3 hiado bo B by 2 repdicall mmhwmﬂmmnwummm
DESCFip[iDI‘I' withy e prgwinionn of §5 {18 1314155 and any vadancen from B phyical gualific sfion wandut sdopfed by weh Seate
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EMPLOYER PORTAL APPOINTMENTS

Path: Employer Portal > Appointment

The Appointment window displays appointments, can be filtered, and enables a user to add a
new appointment:

APPOINTMENT New
First Name Last Name Facility Date
All r
Employee Name Facility Appointment Date & Time
Lambright, Patricia Westborough Urgent Care 23 Mar 2018, 09:45 AM
Grim,Jack P. Westborough Urgent Care 27 Mar 2018, 10:00 AM

Rows per page | 10 v
|

The following table describes the features available in the Appointment window:

Feature Description

New Click to create a new appointment. For more information about this
feature, refer to the section Configure New Appointments.

Filters Use the following filters to refine the list of appointments:
m Patient Name: Enter the patient’s first or last name.

m  Facility: Use the drop-down list to select the facility for which the
appointment is booked.

m  Date: Use the calendar icons to enter a date range.

Clear Click to clear the selected filters.
Search Click to apply the selected filters.
Rows per page Use the drop-down list to the number of appointments that will be

displayed in the Appointment window.
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Employer Portal Appointments Configure New Appointments

Configure New Appointments

Path: Employer Portal > Appointments

The New Appointment window enables the Employer Portal user to book employee
appointments though a four-step process. The user must complete the displayed section before
progressing to the next step. The following image displays the new appointment booking
process:

New Appointment

To create a new appointment:

1. Click New to open the New Appointment window.
2. Complete the Search Employee section of the New Appointment window:

a. Enter employee information into the filters:

First Mame Last Name DOB Status

Active ¥

Employee Name DoB Job Title Email Last Appointment Status

b. Click Search to display the filtered patients.
c. Click the employee for which the appointment is being booked.

This system navigates to the Appointment Details window.
3. Complete the Appointment Details section of the New Appointment window:

a. Check the box of each package and service to be performed during the appointment:

John Smith Job Title: Manager Employee No: 10222 DOB: Jun 02, 1978

Health Surveillance »
Name Cost Selected Packages & Services
Audiometry e200 * Service Name  Package Mame Cost
BMP 28.00 Audiometry €2.00
Consultation 58.00 N Drug Screen 37.00
Drug Screen 37.00
Rapid Drug Screen 20.00
Spirometry 60.00 fotal Cost ¥|99

b. Click the Import arrow to move the checked items into the Selected Packages & Services
section.

c. Click Next.

The Search Appointment window opens.
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Employer Portal Appointments Configure New Appointments

4. Complete the Search Appointment section of the New Appointment window:

a
b.

o

Use the Facility drop-down list to select a facility for the employee’s appointment.
Use the Calendar icon to select a date for the employee’s appointment.

Use the Clock icon to enter the appointment time.

Click Search to display the list of available appointments.

Click Confirm to select a specific appointment date and time for the employee’s
appointment:

_Facilit},r _ 'f.fisil: Type _ Appointment Date_ Appointment Time _ §
All v OccHeaw 03/23/2018[5] | 08:00:00 AM () | 08:00:00 PM (1) . l Search |
Appeointment Date & Time % Facility Duration
Mar 23, 2018 9:15:00 AM Westborough Urgent Cara 30m | Confirm
Mar 23, 2018 9:30:00 AM Westborough Urgent Care 30m (" Confirm |
Mar 23, 2018 9:45:00 AM Westborough Urgent Care 20m " Confirm
Mar 23, 2018 10:00:00 AM Westborough Urgent Care 30m m

This system navigates to the Summary window.

5. Complete the Summary section of the New Appointment window:

a. Confirm the appointment details.

b. (Optional) Check the Send Email box to send an appointment confirmation e-mail to the

C.

employee:
Details
Facility: Westborough Urgent Care Duration: 30m Order No:
Appointment Date: Mar 23, 2018 Appointment Time: 10:00:00 AM Total Cost: 99
Services Package
Audiomertry
Drug Screen

Click Book Appointment.

The appointment displays in the appointment list, in the upcoming appointments tile in
the dashboard, and on the selected facility’s appointment schedule.
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HEALTH SURVEILLANCE

G New Feature

The Health Surveillance module enables users of the eClinicalWorks Occupational Health
module to track health services and their status for the employer’s patients. Health Surveillance
assists in monitoring an employee’s compliance with various regulations. For each regulation, a
health surveillance must be created in eClinicalWorks and linked to a service. For example, if an
occupational regulation requires an employee to have an audiology screening each year, create
a health surveillance to track the audiology service. The system will then alert the user when an
employee is due or overdue for their next audiology screening:

a HEALTH SURVEILLANCE

First Mame Last Name Status Surveillance Result
All v All v All v
Department Job Title Location Next Due Dats
All ¥ All ¥ All ¥ From [=] [} [a]
Filter |
Employee Name  Job Title Location  Health Surveillance Status Result MNext Service NextDue

Peterson,Brian Essential Employee  Boston Hand ArmVibration ... Scheduled Pass  HAVsTier3 020572020

Peterson,Brian Essential Employee  Boston Vision Screening HS Required

Peterson,Jessica Essential Employee  SanDiego  Hand ArmVibration...  Overdue Pass  HAVsTier3 0200572020
Miller,Katelyn Essential Employee  Boston Audiometry HS Required

Miller,Katelyn Essential Employee  Boston Hand Arm Vibration ...  In Progress

Miller,Katelyn Essential Employee  Boston Vision Screening HS Required

Eugster,Morgan Essential Employee  Worcester  Vision Screening HS Required

oL 0 RUWS 2| U 7

H

The following table describes the features available in the Health Surveillance window:

Feature Description

First Name Enables users to refine the list by employee first name.
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Health Surveillance

Feature Description
Last Name Enables users to refine the list by employee last name.
Status Enables users to refine the list by surveillance status. The following

standard statuses are available:

Complete - The results for the health surveillance have been
saved.

Due - 30 days before the next due date.

HS Required - HS is assigned to a patient from the Employer
Portal.

In Progress - An appointment with a health surveillance service
has been attached; the status changes to ARR.

Overdue - The due date is passed.

Scheduled - An appointment is booked with the service that linked
to HS. If the appointment is canceled after being scheduled, the
HS status will be either HS Required or Overdue based on the
date, or In Progress when the appointment visit status changes to
check-in.

Surveillance

Enables users to refine the list by surveillance.

Result Enables users to refine the list by surveillance results.
Department Enables users to refine the list by department.

Job Title Enables users to refine the list by job title.

Location Enables users to refine the list by location.

Next Due Date

Enables users to refine the list by date range.

Clear Enables users to clear the filters.
Filter Enables users to apply the filters.
Pagination Enables navigation to and from additional health surveillance

information.
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APPENDIX A: NOTICES

The following sections list the Trademarks contained in this system.

Trademarks

eClinicalWorks®
eClinicalWorks is a registered trademark of eClinicalWorks, LLC.

All other trademarks or service marks contained herein are the property of their respective
owners.

Google™ Chrome™

Google and Chrome are trademarks or service marks of Google, Inc.
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