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Section 1: Clinical User Training

Lesson 1: EQUICARE Login and Navigating the Home Page
Key information for this lesson is:

Website URL:

Your user ID: [ Same as intranet user ID or

Your password: [0 Same as intranet password or

/Important information about logging in and the home page \
- The worklists that you are able to access are dependent upon your user rights.
- Once logged in, the default screen is the My Alerts worklist.
- You must first select a patient (have a patient identified in “Current Patient”) to be able
! to choose an item in the Patient menu.
- The Help function on the Navigation bar will provide information related to the task
that is on the main screen at that time.
- Clicking on the user name allows the user to self-manage their account as well as

\ access Emergency Access mode (if enabled). /

1. Go to the website to access the login page (URL above)

Enter your user ID and password. You will need to select a new password the first time you login.

3. You will then be asked to acknowledge the terms of use for the Equicare software. Acknowledge the terms of
use with the acceptance buttons at the bottom of the page.

4. You are then asked to confirm your e-mail address. This step is done to ensure that your e-mail address is
correct in case you have forgotten your password and need to reset it.

5. You will then see the EQUICARE homepage which is the My Alerts Worklist.

¥
oy
SATURNA &3
[vone | v |_ptert | sy | o | Vi himin | Spe | oo (ERETBEB BN oero o | rep | Lows
My Alerts

Responsible Party:| Al - | Facility:| Al
||

KN K

Alert Type: | Treatment Summary, Test Results, Medical Notes, Questionn...

[ Overdue . Today (Apr. 19) \:'-___ Future \
Andres, Sarah MNew Chemotherapy X Medical Note - Pharmacist Consult X
Black, James Mew Relevant Family History X
Mchllister, Billy Joe Medical Mote - Ultrasound Report X
Pendergast, Gloria ﬁﬁomplated Questionnaire X
Rigby. Elencr I Completed Questicnnaire X Medical Note - Radiology Report X
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Blue Navigation bar:
e Left side of the bar controls access to worklists, patient related functions and resources for clinical
users.
e Right side of the bar supports a search function (by last name), the help menu (which will lead the
user to a help section specific to the task in the main screen), access to the clinical users account
(by clicking on their name) and the logout.
6. Mouse over each of the tabs on the Navigation bar to access functionality.
7. The Navigation Bar, Actions list, and Current Patient window are visible on all of the main Equicare pages.

In the event that a user cannot remember their password, the Equicare log-in screen has a Forgot Password link. This
link can be used by patients or clinical users. Using this option sends a new password to the e-mail address linked to the

user.

Multi-Factor Authentication

To increase security, Multi-Factor Authentication (MFA) is available as an option for users of the Care Provider Portal.
Each user account can have MFA enabled or disabled independently, and an Administrator can choose to toggle MFA on

or off for all users at once.

To use the MFA feature, it must be enabled for your user account, and you must install an authenticator app on a device
you possess (such a smartphone or tablet). Any standard authenticator app downloadable from an app store will work.

To set up MFA for your account, log in to your Equicare account with your username and password, open the
authenticator app on your device, log in and either:

a) Use its QR Scanner feature to scan the QR code on the MFA Setup page (you cannot use you device’s internet
browser or camera app to do this).
b) Enter the Setup Key provided on the MFA Setup page.

Then enter the verification code provided by the app.

Enter Verification Code

After you set up MFA for your account, you will be required to enter a verification code each time you log in (after

providing your username and password).
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Clinical User Account Self- Management

If the user is logged in to Equicare, they can click on their user name (on the Navigation bar, left side) to manage their
own account.

‘atient ~ Reporting - Resources -~ Support Find Pt by Last Mame Help Demo, Nurse Logout
My Alerts
Responsible Party: |Demo, Murse (Me) hd Future Alerts: | Tomorrow ™
Alert Type: Treatment Summary, Test Results, Medical Motes, Completed...

Overdue Y Today (Feb. 3) ] Future

Brown, Wendy Pending Follow-Up 1m x
[hyson, Susan Pending Follow-Up 1m X
~ The Edit User Account screen will be displayed.
SATURNA &5
Center
Home Workiists - Patient + Resources ~ Support Manage User Account - allows the user to update their e-mail
Edit User Account for Provider, Care address

_— \
Manage User Account ', Change Password \f Emergency Access

Change Password - allows the user to change their password.
User name: care.provider

“Emal [cquicaresmtp+ CP@gmaikcom Emergency Access - allows users to temporarily access all patients

Example: john.smith@emai. com

in the Equicare system. The user does not have to be a member of

the patient’s care team or in the patient’s workgroup to access the

patient’s information if needed on an emergency basis.
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Lesson 2: Worklists

The worklists that a care provider is able to access are based upon their permissions set up by an Administrator. Worklist

permissions are typically as follows:

e My Alerts: Users managing patients have access to this worklist.
e Patient Search: All users have access to this function. The user can find patients that they have access to (based

upon permission settings).

User role permissions and workgroups are discussed in Section 2: Equicare Administrator Training. Details on the
Patient Search are included in Appendix A for users with access to this function.

~

Klmportant information about Worklists
- Patients which are not active (“Pending”) can only be found through the Patient Search.

I Only users who have permission to find all patients are able to find pending patients
= through patient search.
- The My Patient Worklist display shows all of the patients you are associated with through

\ the care team in alphabetical order. j

My Alerts
The My Alerts worklist is the default screen upon login. It is designed to give immediate feedback on items that have

been updated or are pending.

The My Alerts worklist will show:
e Changes or additions to the Treatment Summary
e New Test Results or Medical Notes
e Questionnaires which have clinician alerts associated with them

e Reminders that the user has set for themselves

This document is considered “Uncontrolled Document” when printed.
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SATURNA i2x2
Center
Home Worklists Patient A Contact Us Demo, Nurse
* Benson, Brigitte D My Alerts
Fe ] -
MRN: 00IGRTA Responsible Party:| al ¥ Facility] Al 1= Owerdue Alerts: Past 14 days ||
Alert Type: | Treatment Summary, Test Results, Medical Notes. Questionn... 1=
\,
Overdue | Today(ul 15) | Future |

Abdomen, Lucy Pending Fellow-Up Om X
Actions Amaude, Gail Drait Treatment Milestones Draft MDC Warksheet - Thoracic
Add Patient Manually

) Baker, Josephin Reminder for Referral - Counseling - ... %
Add Reminder
Add Appointrent Black, James Reminder for Problem - Treatment dedi.. X
Add Prablern Chambers, Diana Rerminder for Referral - Irmaging
Add Referral
i ol Dyson, Susan Completed Questionnaire Breast Functi.. X Completed Questionnaire Distress Caus.. X Completed Questionnaire Distress Scal.. %  Pending Follow-Up Om X
ollow-Up

Assign Questionnaire Melister, Billy Joe 4} Completed Questionnaire X Medical Note - Ultrasound Report X Reminder for Problem - alcohol - fall.. %
Add Chart Note Pendergast Gloria Draft Quick Mote 4k Completed Questionnaire X
Add Encounter Note

Rigby, Elenor Lab Result X Medical Note - Radiology Report X
Dismiss Alerts
Patient Wizard Srneth, Janine Medical Note - Admission Summary X

Sullivan, Gilbert Declined Questionnaire X

Valjean, Jean Draft Treatrment Milestones

The My Alerts window allows filtering by (circled in red above):
e Responsible Party: select the user to view their alerts
o Users that will show in the Responsible Party list are:

= the logged-in care-provider
= all care-coordinators (with or without alerts)
= all care-providers with alerts

e Facility: select from facilities where the logged in user works

e Time Frame: available in the future and overdue alerts tabs

e Alert Type: filter by checking and unchecking the box in front of each type

The options selected in each of these filters will stay the same if the user navigates away from the window and then

returns back to it.

Alerts that are created by the Equicare system will show in the My Alerts list of the person who is designated as the Care
Coordinator. The Alert can be seen by other members of the care team if they view the My Alerts worklist of the Care

Coordinator.

Each different Alert Type is identified by an explicit Alert tag. Some of the tags will be long so will be truncated. The

entire tag will be shown by hovering the cursor over the tag for a few seconds.

",

Future

Praft Treatment Milestones Draft MDC Worksheet - Thoracic

erninder for Referral - Counseling - ... X Reminder for Problem - Lifestyle addi... ]

eminder for Problem - Treatment deci... X Reminder for Problem - Lifestyle addictions - check on appt status ]

' Completed Questionnaire X

ending Follow-Up Om X

Clicking on the Alert brings the user to the patient activity item. See Lesson 4, Patient Related Activities.
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Once the user has reviewed the item, they can click on the Return button to go back to their My Alerts screen. The alert
will have been dismissed and will no longer be visible. The alert cannot be reactivated.

To dismiss an Alert without viewing the item, the user can click on the X associated with the Alert tag. Once clicked, the
alert will have been dismissed and will no longer be visible. The alert cannot be reactivated. Clicking the patient name
will lead the user to the Patient Alerts window which displays all the outstanding Alerts for that patient.

Patient Search

Go to the Worklists menu and click Patient Search. Searching can be done based on:

e Patient Last Name

e Patient First Name

e MRN

e Diagnosis
Enter the search term(s) desired in the appropriate field(s). Select Search. Results will be displayed in the grid below the
search terms. The search function will return any patient that the user has access to that meets the search criteria. For
example, if the care provider has access to Pending patients (All Patients in Selected Facilities), the care provider will see
pending patients in the search results. A care provider without this access will not see those patients.

When the search function returns a list of patients, click on the row of the appropriate patient to put the patient into
context in the Current Patient window (colored box, upper left). The user can now access this patient’s information
through the Patient functions on the Navigation bar.

Also, a search area is always displayed on the right of the Navigation bar.

—~
\TURNA &z
Center
ne Worklists ~ Patient -~ Reporting ~ Resources -  Support m Help Demo,Nurse Logout
rown, Wendy My Alerts
e, 1/24/1944 (89Y) Responsible Party: | Demo, Nurse (Me) - Overdue Alerts: | Past7 days ~
YSTEN &

The search box is designed to search by last name only. Entering a last name in the box will change the main view to the
Patient Search screen. The last name will be filled in the Last Name box and patients matching the search criteria will be
displayed.

My Reminders

The My Reminders worklist helps you keep track of Reminders, including both yours and those for other people on your
team. My Reminders can be found within the Worklists menu.

This document is considered “Uncontrolled Document” when printed.
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My Reminders

Date Range: [12/2/2020 ™™ to [12/31/2020 ™™  Facilty.| All - Responsible Party. | Provider, Care (Me! . Reminder Type:| General, Problem, Referral, Quest | *
Dismiss Selected = Export to File
Armsberg, Gail R Home: (303)564-3311 12/7/2020 8:00 AM Reminder for Questionnaire - test 4 (Care Coordinator) Pronder, Care Default Dismiss
8/16/1967 (53Y)
MRN. 1232044
3 (504)734-1974 12/7/2020 11:00 AM Reminder - test 2 (Care Coordinator) Provider, Care Default Dismiss
le: (504)577-8712
Home: (504)734-1974 12/7/2020 11:30 AM Reminder for CoC Compliance - test 5 (Care Coordinator) Provider, Care Default Dismiss
Mobile: (504)577-8712
12/7/2020 2.00 PM Reminder - test (Care Coordinator) Provider, Care Default Dismiss
12/712020 Pending Follow-Up Ad-hoc (Care Coordinator) Provider, Care Default Dismiss

Reminders can be filtered according to Date Range, Facility, Responsible Party (i.e. to whom the reminder is assigned),
and the Reminder Type. From the list of Reminders you can put the patient in context, open the reminder for review and

editing, or dismiss the reminder.

The option to Export to File will export the details of each Reminder currently displayed in the worklist.

Compliance Worklists

Compliance Worklists display a list of patients that meet the criteria set in worklist filters, and show compliance measure
information for each patient. An EQUICARE Administrator is responsible for setting up the Compliance Worklists you

have access to and configuring the default filters.

Compliance Worklists can be accessed within the Worklists menu by clicking the worklist name.

i Wnddist& - EQUICARE Admin m Contact Us B Demo, Nurse2

¥ Select Patient MU Compliance

Export to File ‘ Manage Filters ‘ Hide Filters

Actions

Add Patient Manually Eacility: Saltspring RO Saturna
Add Reminder

Date Activated in Equicare: | 3/10/2015 - 3/10/2016 (Past year)
Add Appeintment Email: Emall address entered
Add Problem
Add Referral
Add Follov-Up
Assign Questionnaire Floyd, Pink ECSD001E 92 MA02015 MA0ZNS Manage
Add Chart Hote Eckart, Richard ECsn01e 72 111012015 41202015 1182015 111202015 1182015 Manage
Add Encounter Hote HeadNeck, Nick O00IGRT21 53 11/10/2015 1110/2015 Manage
Dismiss Alerts Abd Lt O00IGRTE0 78 7172015 M
oot e Abdomen, Luey 7 717 anage
James, Susan T 2587413 52 1102015 322015 11112015 Manage
Armsberg, Gail 1232944 43 6/26/2015 Manaqe

For each compliance measure in the list, and empty field means the measure has not been met. A compliance measure
that has been met will have information in the field, which is usually the date the measure was completed. If a field
displays N/A, it means that this particular measure has been configured to be not required for this patient. Hovering
over the N/A will display the reason it is not required.

The compliance details for a patient, including the options to enable or disable the N/A settings, can be opened by
clicking the Manage link to the right of the patient name.
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Save | Cancel

Patient Name: James, Susan T Reminder

MRN: 2587413 Date: 9 Dismiss

Owner: | D < Wa)
Facility: Saturna Demo, MNurse2 (Me) -

Reason: |
Primary Site: Breast

Navigation: S/2%2016
Psychosocial Distress: NI

Survivorship: 2/24/2016

Save Cancel

Note: When an N/A option is enabled, a field will appear where you must enter the reason that the
compliance measure is not required. Also, if the N/A option is enabled and then the associated
compliance measure is completed, the N/A will be automatically disabled and replaced with an indicator

that the measure was completed.

Hide/Show Filters
By default, the filters currently in use will be shown at the top of the worklist. To hide the list, click Hide Filters.

Export to File | Manage Filters Hiclj.l_f'jlters
vl

The current filters can be seen again by clicking Show Filters.

Refining a Worklist
To change the filters used to generate the worklist, click Manage Filters.

Export to File | Manag%‘ﬁ.lillters | Show Filters

The Filters page shows all of the criteria that can be used to populate the list of patients in the worklist.
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Filters for Survivorship

Save | Cancel Reset Filters

Add Filter

Diagnosis
| Al

#| Contains "Lip”
#| Contains "Breast”

Emiail

Al
Email address entered

#| Email address missing

Stage of Care

All
Pre-Diagnosis
Diiagnosis
Treatment

Ld Survivorship

#| End-Of-Life-Care
[Mot Sef]

Save Cancel | Reset Filters

Tip: The filter option [Not Set] can be used to include patients in the worklist that have no value set in
their record for that filter type.
Setting Worklist Filters

All of the enabled filters combine to determine which patient records will appear in the worklist. By enabling, disabling,
and changing the values of filters, you can change which patients are included in the worklist.

Note: Both the list of available filters and the values allowed for each filter can vary from worklist to
worklist. Filters are defined by the EQUICARE Administrator for each worklist.

The following filter types are possible:

e Appointment Type: Select one or more Appointment Types that fall within a selected Date Range.
e Date Added: Choose a Date Range to filter patients based on when they were added to Equicare.
o Date Activated: Choose a Date Range to filter patients based on when they were activated in Equicare.

o Diagnosis: Select one or more of the predefined Diagnosis values. Selecting more than one option will include
patients in the worklist that match any of the selected diagnoses.

This document is considered “Uncontrolled Document” when printed.
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e Email: Select one or more Email values from: All, Email address missing, or Email address entered. A patient that
does not have a Primary email or Notification email is considered to be missing an email address.

e Facility: Select one or more of the available Facilities. A patient must be associated with a single facility.

e Primary Site: Select one or more Primary Site values. The Primary Site is set for each patient in the Care
Management screen. Although it is based on diagnosis, it is not set automatically.

e Source System: Select one or more Source System. The Source System for each patient is automatically set
when data for that patient is extracted from one or more external systems. If there is more than one source for
a patient, this filter uses the source that currently has ownership (i.e. control) of the patient data.

e Stage of Care: Select one or more Stage of Care values. These values are set for each patient within the Care
Management screen.

e Status: Select one or more Status values from Active, Inactive, Pending. A patient can have only one status.

e Custom Patient Field Filter: include only the patients with a Custom Patient field set to the value(s) specified in
the filter.

e Email Filter: include only the patients that have an email address, do not have an email address, or both.

Filter Rules
When using more than one filter or filter value at a time, it is important to understand how they combine to determine
the patients that appear in the worklist. There are two simple rules to remember:

e When using more than one value within a single filter type (e.g. selecting more than one Diagnosis option), the
filter values will be combined using a logical OR. This means that a patient will be included in the worklist if they
match any of the selected options.

e When using more than one filter type (e.g. selecting a Diagnosis of Prostate and also setting Date Added to Past
4 weeks), the filters will be combined using a logical AND. This means that a patient will be included in the
worklist only if they match both the Diagnosis filter and the Date Added filter (e.g. patients with a diagnosis of
Prostate that were added to EQUICARE in the last 4 weeks).

Adding Filters to a Worklist
If a filter is not currently being used it will not appear on the Manage Filters screen. If it has been allowed by the
EQUICARE Administrator, a filter can be added by clicking the Add Filter button and then clicking the filter type.

Save Cancel Resat Filters

Add Filter
Primary 5ite
Status

Source System
[¥] Staris With "Lip”™

] Staris With “Breast’
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Note: The Add Filters drop-down list will only include filters that have been allowed by the administrator
and have not already been added to the worklist. If the Add Filter button does not provide any options
when clicked, there are no additional filters that can be added to the worklist.

Filters added to the worklist using the above steps can also be removed from the worklist by clicking the Remove link at
the top right of the filter box. Filters that were included in the worklist by default can only be removed by an EQUICARE
Administrator.

Saving Filters
Once the desired filters have been added and their values selected, click the Save button. At least one value must be
selected for each filter to save the new filters settings.

Savew_,_n | Cancel Reset Filters
S

After clicking Save, the worklist will be displayed and the included patients will match the new filter settings. Clicking
Cancel will not save any changes, and the worklist will be displayed using the previous filter settings.

Once saved, your filter settings for each worklist will be remembered and will be applied each time the worklist is
viewed.

Note: If an EQUICARE Administrator makes changes to the worklist template, all saved worklist filters
are replaced by the updated worklist template settings.

Resetting Filters to Default
Clicking the Reset Filters button resets all filters to their default state, which were defined in the worklist template by
the EQUICARE Administrator. This will remove any changes made to the filters. Click Save to apply the changes.
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Manage Worklists

Many of the worklists available in EQUICARE can be configured to appear or be hidden in the Worklists menu. Go to the
Worklists menu and click Manage Worklists.

Worklists m
MU Compliance
My Alerts
MNew Patient Activation

Patient Search

W

Each available worklist has a checkbox next to it. If the box is checked, the worklist will be available in the Worklists
menu. If the box is greyed out, the worklist is a default and cannot be toggled on/off.

st i

% Ammsberg, Gail R Manage Worklists
Female, 8/16/1967 (D)
MRN: 1232944
Stage OF Care: Sunvivorship All available worklists are shown below. Select the ones to appear in your "Worklists™ menu.
Primary: Breast
Work Time: 0 min < U Compliance Track compliance with the activities needed to be meet Meaningful Use measures: Mavigation Services,
— Psychosccial Distress, and Survivership Care Plan.
Memo:
Y My Alerts Provides a list of patients who have alerts to be addressed. Alerts can include things like: reminders that are due,
. questicnnaires recently completed, or results that have just come in.
Actions
< My Follow-Ups Provides a list of patients in your survivorship program whe are due for follow-up.
Add Patient Manually = ) ) ) ) ) )
Add Reminder My Patients Provides a list of the patients you're authorized to access.
Add Appointment ¥ New Patient Activation Track compliance with the tasks for activating a patient in the Equicare system: Activate the patient, print a portal
invitation letter, assign basic education and ensure patient netifications are turned on.
Add Problem
Add Referral ¥ Patient Search Search for Active or Pending patients in Equicare.
Add Follow-Up

Assign Questionnaire ‘
Add Chart Note

Add Encounter Mote

Dismiss Alerts

Patient Wizard

Save Cancel ‘

Click Save to save any changes.

Bulk Patient Notifications

Called simply "Patient Notifications" in the menu, this feature allows you to send a notification message (via email, SMS,
or both) to a group of patients based on their upcoming appointments. Note that to be able to send a notification to a
patient, that patient must have appointment notifications enabled in their account (i.e. they must have opted in to
receive either email or sms notifications). This feature is disabled in the system by default.

Administrator: Enabling Patient Notifications in the system

Log in as an Administrator.

Go to EQUICARE Admin > Configure Communication Settings.

Click the Patient Notifications tab.

Within the Patient Notifications Worklist area, place a check in the box next to Enable.

PwnNE
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5. Click Save.

Sending a Patient Notification

On the Send Notification page, search for patients based on their appointment dates, select them, and then compose
and send the message.

1. Inthe Date Range fields, specify the date range in which to search for patient appointments. The list will update
immediately after selecting a date range.

Date Range Appointment Type Provider

01/28/2020, 3:00 AM - | 01/28/2020, 6:00 PM All v All v
Facility Appointment Location Status

All v All v All v
#| Only show patients who have agreed to receive appointment notifications (opted in) Clear

2. (Optional) Use the filter options to narrow the search results. Filters are: Appointment

Type, Provider, Facility, Appointment Location, Status, and an option to only show patients who have agreed to
receive appointment notifications.

Select the patients in the list that should be sent the notification.

Click Compose Notification

5. Enter a the notification Message. This becomes the email subject line and the content of the text message.

W

Send Notifications

Recipients

Black, James

Message

Details

6. Enter the message Details. This becomes the body of the email notification.
7. Click Save

Note: It may take a few minutes for all of the notifications to be sent to the recipients. The status of each
notification can be seen in the Notification History.

Notification History

The Notification History shows a record of all Patient Notifications that have been sent, and the status the notification
intended for each patient.
This document is considered “Uncontrolled Document” when printed.
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To view a sent Patient Notification:
1. Click the Notification History tab.
2. Inthe dropdown list, select the notification you'd like to view.
3. Alist of all patients included in the selected notification will be displayed in the list, along with the status of the
notification sent via text message and/or email.
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Lesson 3: Patient Related Activities

The Patient menu is where most activity takes place in EQUICARE. This section of the workbook addresses the
functionality within each component of the Patient menu.

0, N

mportant information about the Patient menu
- You must first select a patient (have a patient identified in Current Patient window) to
{ ] E

access items in the Patient menu.

- If you have not selected a patient you will get an error message. Error messages are
displayed immediately below the horizontal navigation menu.

- To select a patient, go to a worklist, access a recent patient or search for a patient.

" )

Patient Alerts

The Patient Alerts page will show all the alerts and reminders associated with a single patient. The Alerts shown can be
filtered using the ‘Due within’ filter options.

ET

+ Patient - Reporting - Resources - Support Find Pt by Last Mame [{‘% Help Demo, Nurse Logout
Patient Alerts for Arnaude, Gail
Bulk Dismiss ‘ Add Reminder Due within: ||| Year [l
1 Month
hip Alert Reminder Date « Responsible Pa 3 Months I
Draft Treatment Milestones 1232013 (Care Coordinatel § plonths
Reminder for Referral - Imaging 125/2013 (Care Coordinatol 9 Months
Edit Draft Tumor Board Worksheet - Breast 17252013 {Care Coordinatoy 1 Year
Completed Questionnaire Satisfaction - Quality of Life RAND-36 12502013 (Care Coordinaton, Al
Reminder for Problem - Diabetes 13002013 (Care Coordinator) Demo, Nurse
Pending Follow-Up 3y TI2013 (Care Coordinater) Demo, Nurse
Pending Follow-Up 3y/Sm 132014 (Care Coordinater) Demo, Nurse

Each individual item on the Patient Alerts list can be clicked to view it. Alerts such as Medical Notes, Test Results,
Treatment Summary and Questionnaires will be dismissed once opened. Other items such as Pending follow-ups, draft
Chart items and reminders (from the Action List or general reminders) must be explicitly completed or dismissed to
remove them from the Patient Alerts screen.

To dismiss many Alerts at once, the user can click on the Bulk Dismiss button in the Patient Alert screen. This will open a
new window which allows the user to dismiss many or all alerts by checking boxes for dismissal. Clicking the top check
box (arrowed, below) will highlight all alerts for dismissal. Checking individual checkboxes will remove only the few

selected when the Dismiss button is clicked.
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Dismiss Alerts For Andres, Sarah

‘ Dismiss | Cancel ‘
Description Alert Date
Pending Follow-Up 1y/3m 2212013
Pending Follow-Up 1y 1202212012
Pending Follow-Up 9m Q212012
Completed Questionnaire Distress Causes Questiennaire TH320M2
Medical Note - Pharmacist Consult TM32012
Lab Result TH32Z0M2
Lab Result TIS2012
Pending Follow-Up 6m 62112012

Prev 1 2 Next
Dismiss Cancel

Registration

The Registration page displays any demographic information on the patient that was received from the sending
application or manually entered into EQUICARE. The detail provided on the Patient Registration screen will depend upon
the information that has been configured to be delivered automatically or has been entered manually into EQUICARE.

Patient Registration Summary

All patient details will be displayed on the main Registration page in a summary format, showing only the fields that
have information in them. This includes the Demographics, Communication Information, Address, and Other
information. To change this information, a user can click the ‘Edit Registration’ button. Patient Record Ownership should
be considered when editing patient information.

Patient Record Ownership

Patient records can be updated by an external system if the record is owned by an external system. This is indicated by
the lock icon.

Resources Support Contact Us

Patient Registration for Andres, Sarah
| Edit Regis’rra‘[ionJ

= Updated by Equicare.

Demographics

Sarah Andres, "Jimmy"

SSN 754535943 MRH srs1
Race Caucasian Religion E
Mother's Maiden Name Adams Occupatio
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Patient registration details and ownership of the record can be changed by clicking the ‘Edit Registration’ button.
Clicking the ‘Edit Registration’ button leads to the Patient Registration details screen.

If the patient record is owned by an external system, the fields will be greyed out and not accessible. In order to change

or add information, the user must change ownership of the document by clicking on the lock icon "8 When the
patient record is owned by an external system, hovering over the lock icon will display a message that says “Click to
change owner to Equicare”. Clicking on the lock icon will cause the following message to be displayed:

Change ownership from external syst...

By changing ownership to Equicare, the patient's
registration detailzs will no longer be updated by ARLA
RO.

Do vou wish to continue?

["r’es ” Mo ]

In this case, selecting ‘Yes’ will result in Equicare becoming the owner of the record. ARIA RO will no longer be the owner
and will no longer update the patient record. Once the record is owned by Equicare all the fields in all the tabs can be
edited.

In the case where the patient record is owned by Equicare and the user wants to revert ownership back to ARIA RO so
that the record could be updated automatically again, the user can click on the lock icon. This will cause the ownership
to revert back to the original sending system, in this case ARIA RO.

Change ownership from Equicare

By changing ownership to ARLA RO, the patient's
registration details wil no longer be updated by
Equicare.

Do you wish to continue?

["r’es ” Mo ]

Patient Registration Details

Demographics tab
All demographics can be entered here. Race and Ethnicity fields are on this tab. Note that race refers to a person’s
physical attributes while ethnicity refers to a person’s cultural factors such as nationality, culture, ancestry and language.

Communication tab
Methods of contacting the patient are listed here, including a preferred communication method and an indicator for
“OK to Leave Msg”.
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Address tab
Address information is here.

Other tab

This tab allows the user to enter information related to the patients insurance, advance directives and clinical trials.

Information Available on Patient Portal

It should be noted that all the information on the registration page is visible from the patient portal, except the
deceased information and the contact private notes.

Personal Contacts

Personal contacts of the patient are displayed at the bottom of the registration page. Personal Contacts are the method
for granting access to the patient portal account for family or friends. Personal Contacts with access to a patient’s portal
account and health information are referred to as ‘Authorized Representatives’.

Personal Contacts can be created by the Care Provider on the care provider portal or by the patient on the patient
portal. Personal Contacts created by a care provider will be available to the patient and vice versa. To create a Personal
Contact as a care provider, on the Registration page, click the ‘Add Contact’ button.

Personal Contacts

Add Contact Show Archived

No records to dsplay

Provide details for the contact. When adding a first active contact, the "Primary Contact" checkbox will be automatically

selected. Only one “Primary Contact” is allowed. Switch the “Primary Contact” if needed by selecting the “Primary
Contact” on another contact.

When the "Lives with Patient" checkbox is selected, the Home phone number and Address fields are automatically filled
in with the patient’s information. The private note field will not be seen in the patient portal.

Once the contact is saved, the contact information will be presented at the bottom of the registration page. If one of the

contacts is selected, the contact details will be displayed below the contacts. The private note is also displayed (red
circle below).

Personal Contacts

Add Contact | | Show Archived

Relationship Transport Preferred Communication

Breast, Bill (Primary) Spouse A 4 (555)859-9578 Edit Resend Invitation Cancel Invite

Breast, Bonnie Child (555)675-2548 dit Autherize Access

Breast, Bill (Primary)

Relation Spouse Home (555)567-3878 Address 1 989 Mockingbird Lane
Next of Kin No Mobile (555)858-8578 City Monkstown

Lives with Patient “es Email BBil@cnet.com State Virginia

Drives patient to appointments ez Preferred Mobile

Country US

Bill is retired so is able to assist Brigitte as nesded. I
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Information Available on Patient Portal

It should be noted that all the information on the registration page is visible from the patient portal, except the
deceased information and the Personal Contact private notes.

Authorize a Contact to Access a Patient Account

A Personal Contact can be given access to a patient’s portal account. There are 2 ways to grant access to a contact.

1) Inthe listing of Personal Contacts, the care provider can choose Authorize Access from the Actions
column.

2) Inthe listing of Personal Contacts, the care provider can choose Edit. Within the personal contacts
details, there is checkbox ‘Authorize to access patient’s record’.

Personal Contacts

Add Contact | [ Show Archived|

Edit Authorize Access

| Breast, Bonnie Child (5 2943 Edit Authorize Access

Selecting either option starts the process to notify the personal contact and get them to create their personal user name
and password.

A care provider needs to know the personal contacts e-mail address as sending an e-mail is part of the sign-up process.
The care provider will also need to give the personal contact a system-generated PIN number that is part of the
verification process for granting access to the patient’s portal account. The PIN number should NOT be sent to the same
e-mail address in the system. It is recommended that the PIN be printed and given to the patient so that they may give it
to the personal contact.

Note: Hospital policies should always be adhered to when granting access to personal health information.

Appointments

Appointments in OIS can be delivered to EQUICARE. The types of appointments received can be configured in the
interface to the OIS.

Appointments received from the OIS cannot be modified in EQUICARE. Any changes must take place in the OIS. These
changes will then be delivered to EQUICARE.

Appointments can be added independent of the OIS through EQUICARE. This can be done in the Patient > Appointments
screen or by clicking Add Appointment in the Actions list.

This document is considered “Uncontrolled Document” when printed.
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*Home  Worklists -

. Chambers, Diana

Female, 3/28/1960 (43Y)
MRH:

Primary: Breast
Work Time: 1 hr, 45 min

Memao: Edi

Actions

Add Patient

Add Reminder
Add Appointment
Add Problem
Add Referral
Add Follow-Up

Assign Questionnaire

Elall ool Lo 77NN

Patient - Reporting -
Patient Alerts |
Registration
Appointments

Havigation Summary

Stage Of Care: Pre-Diagnosig
Treatment Summary

Follow-Up Plan
Education Materials

Questionnaires

Test Results
Medical Notes

~~* 3 Management
Care Plan Printing

Patient User Account

MAN2003 APP Training Workbook

In the Appointments window, enter the details. The patient will not see the text, if any, added in the note.

Home Search Patient -

Reporting - Resources - Support

Wark Time: |2R 10 mins |-
. Date*: | 2/7/2003 ™

- Start Time™: 437 PM @

End Time™: |5:37 PM @

Add Appointment for Black, James
Sawve Cancel
Appointment Type*:
States: | Open
Location: |
Prowider: |
Maotes:
Save Cancel

The appointment date, type, provider, location and status will be displayed on the patient portal for the patient.

This document is considered “Uncontrolled Document” when printed.
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Treatment Summary

The patient Treatment Summary presents the oncology diagnosis and treatment information that has been delivered to
EQUICARE through the interfaces or manually entered into the patient’s treatment summary.

Important information about Treatment Summary! \
- Select any record in the Treatment Summary to view the full record details or edit
records
- The diagnosis treatment summary item can be published to the patient from ARIA if
: j this feature is configured. See Appendix D.
! - Select Add Treatment in the Treatment Summary to add manual records

- Only manually entered records can be edited. Records loaded from the OIS may be
copied with the copied record available for editing. The original record can be
archived and can be viewed by clicking the Show Archived button.

- The Treatment Summary can be configured to show absence of treatment for
treatment modalities that the patient has not received.

- The system can be configured to automatically publish Treatment items to the Patient/

\ Portal.

The information provided on the Summary screen is a summary of the details of each treatment.

To access the detailed view on an item, click on a treatment item. The details screen will open. Click Return to be lead

back to the Treatment Summary screen.

The Treatment Summary screen will also give you a visual cue regarding publishing of items to the patient portal:

e |tems with a ' icon have been published but not yet viewed by the patient.

e |tems with a = icon have been published and viewed by the patient.

Publishing a Treatment Record manually to the Patient Portal

A treatment summary item can be manually published to the patient portal through two methods:

1. Using the Publish option on the right hand side of the item. This would be more appropriate when only one or

two items need to be published. The item will be published and the icon will appear.

This document is considered “Uncontrolled Document” when printed.
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2. Using the Bulk Publish button near the top of the page. This would be used if there were many items to publish.

INA center
» Patient - Reporting - Resources - Support Find Pt by Last Name Help  Demo, Hurse  Logou
IR Treatment Summau for Arnaude, Gail
"} Add Treatment Bulk Publish | Print ["] Show Archived
vorship Diagnosis
Malignant neoplasm of upper-outer quadrant of female Diagnosis Date: 2/15/2009 (70%'); Laterality: Left; Lobular carcinoma, NOS; T: Tis; N: NO; M: MO 4 Unpublish Archive
breast
Edit Surgery
hysterectomy Date: 416/1571 Publish grchive
mastectomy Date: 8M14/2009 Publish grchive
Chemotherapy
Paclitaxel Start Date: 11/27/2009; Regimen: FECPAC Auckland; Freq: Daily, Fredrick, Dr. Bill, ABC North Clinic OP Publish Archive
Fluerouracil Start Date: 11/27/2009; Regimen: FECPAC; Freq: Daily; Fredericks, Bil ; ABC North Clinic OP Publish Archive
Epirubicin Start Date: 11/27/2009; Regimen: FECPAC; Freq: Daily; Fredericks, Bil ; ABC North Clinic OP Publish Archive
Cyclophosphamide Start Date: 11/27/2009; Regimen: FECPAC; Freq: Every 28 days; Fredericks, Bill ; ABC North Clinic OP Publish Archive
Other Medical Conditions
pneumonia Onset Date: 4/15/2005 Publish Archive

To publish multiple items, clicking the Bulk Publish button will open a new window. All items have a check box available
at beginning of the line. Check the boxes of the treatment summary items that you wish to publish and click the Publish
button.

» Patient ~ Reporting ~ Resources -~ My Account Support

Treatment Summary for Black, James
1946 - e —— |
Fri Publish [ Cancel ‘ Select All
Diagnosis
[¥] Malignant neoplasm of upper lobe bronchus or lung Diagnosis Date: 3/3/2011 (65Y); Laterality: Right; T: T2; N: N1; M: MO
v Surgery
Go [¥] cystectomy Date: 8/22/2006
Chemotherapy
splatin Start Date: 1/6/2009; Regimen: MVAC=; Freq: Daily; Fredrick, Dr. Bil, ABC N
opP
LE bxorubicin HCI Start Date: 1/6/2009; Regimen: MVAC=; Freq: Daily; Fredrick, Dr. Bill, ABC N
oP
L \Bnblastine Sulfate Start Date: 1/6/2009; Regimen: MVAC=; Freq: Daily; Fredrick, Dr. Bil; ABC N
opP
[] igethotrexate Sodium Start Date: 1/5/2009; Regimen: MVAC=; Freq: Daily; Fredrick, Dr. Bill, ABC N
opP
Radiation Therapy

The Treatment Summary screen will show the publish icon for each item selected.

The same workflow will allow ‘unpublishing’ of items. If for some reason, the user wishes to remove items from the
patient portal, the same two methods can be used. With the Bulk Publish, the user unchecks the boxes they wish to
remove from the portal and clicks the Publish button. The Treatment Summary will show the items without the publish
icon.

Configuring the Treatment Summary for Patients

You can configure the Treatment Summary page that patients see to show or hide each category and each data type
within a category. You can also configure it to show absence of treatment for treatment modalities that the patient has
not received.

This document is considered “Uncontrolled Document” when printed.
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This is configured by an EQUICARE Administrator by going to the EQUICARE Admin menu and clicking Configure

Treatment Summary.

Configure Treatment Summary

Use the oplions below to select the information that will appear on the patient's TreatmentSummary Page

Initial Clinical Findings [+

UL Y Y Y Y Y

Type* (Primary)
Date

Site

Findings

Care Provider
Facility

Phone

Email

Comment

Diagnosis ¢

b T T S Y I Y Y Y NI Y YL Y YL YL YL Y

Full Description® (Primary)

Date

Side
Histology
Higtology Desc
Grade

Stage Sysfem
Stage

T

M

M

Care Provider
Facility
Phone

Email

Type

ICD Code
Comment

When the system is configured to show absence of treatment, a standard message such as "No Treatment Recorded"

(which can be edited on this page) is shown if the Surgery, Chemotherapy, Hormone Therapy, or Radiation Therapy

This document is considered “Uncontrolled Document” when printed.
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categories do not have a treatment record.

Other Display Settings

Treatment Category Display Message Where No Message to display
Treatment Present?

Surgery ® ves Mo Mo treatment recorded

Chemotherapy ® ves Mo Mo treatment recorded

Hormone Therapy ® ves o Mo treatment recorded

Radiation Therapy ® ves Mo Mo treatment recorded

Archive a Treatment Record from Treatment Summary

MAN2003 APP Training Workbook

To remove a record from displaying in the treatment summary, select Archive from the right-hand side of the record.

The item will be archived.

To see the archived items, check the Show Archived button. Any archived items will show with a strikethrough line (ex.
RadiationTherapy). The option at the left-hand side of the record will now be Unarchive. Select Unarchive to make the

record active again.

When all items in certain treatment summary items (Surgery, Chemotherapy, Hormone Therapy, and Radiation Therapy)

are archived, a message indicating absence of treatment (such as No Treatment Recorded) may be displayed on the

patient portal and on the printed care plan. This message is displayed if the system is configured to show absence of

treatment.

This document is considered “Uncontrolled Document” when printed.
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Add a Treatment Record to Treatment Summary

To manually add a Treatment Summary record:

1. Select Add Treatment from the Treatment Summary panel.

2. Select the appropriate record category (e.g. Diagnosis, Surgery, etc).

Initial Clinical Findings
Diagnosis

Tumor Marker

Genetics

Clinical Trials

Surgery

Chemotherapy
Hormone Therapy
Radiation Therapy
Persistent Side Effects
Transplant History
Other Medical Conditions
Relevant Family History
Allergies

Social History
Gynecologic History
Other

-

3. Clicking on one of the Treatment Category’s will open a data entry sheet which has been configured to include
all relevant fields. Treatment Summary data sheets can be modified by an Equicare Administrator in EQUICARE
Admin > Configure Look-up Values (see Section 2: Equicare Administrator Training>Lesson 2). Click on the
dropdown arrow to access the values or enter text in the boxes. Click Save to complete the record.

4. Continue entering records as appropriate.
5. Manually entered records can be edited by opening selecting the record and then selecting Edit from the

header.

Education Library

You can view the education materials assigned to a patient by going to the Patient menu and clicking Education.

Education can be assigned from this page or assigned during patient activation from within the Patient Activation

Wizard. Education materials assigned to a patient can be included in the patient's Care Plan and will be accessible in

their Patient Portal account.

Education for Black, James

Assign Education | Print | Archive ‘

Show Archived Preview: | On this page ~

¥ Assigned 2/19/2016
Surgery
Surgery: The Basics

Drug Therapy
Dirug Therapy: The Basics

Short Term Side Effects
Dizziness

» Assigned 2117/2016

Ultrasound Guided Needle Biopsy

What is an ultrasound-guided needle biopsy?

« An ultrasound-guided needle biopsy is an outpatient procedure to obtain a tissue sample of an
abnormality discovered on a radiology scan. This is one type of "image-guided” biopsy, which
combines the use of ultrasound with either a Fine MNeedle Aspiration or Core Needle Biopsy.

This document is considered “Uncontrolled Document” when printed.
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Articles assigned to a patient are grouped into reading lists based on the date the articles were assigned. Within each
reading list, articles are further divided by their categories.

Assigning Education Articles

By default, all articles in the education library are organized first by Disease Site, then by the following categories:

Introduction e Radiation Therapy
Diagnosis and Work-up e Short Term Side Effects
Surgery e Support Resources
Drug Therapy

In addition to the above categories, there may be one or more custom folders within each Disease Site that each contain
a customized selection of articles from the library. Custom folders are created during installation of EQUICARE and/or by
an EQUICARE Administrator.

1.
2.

3.

4.

With a patient selected, go to the Patient menu and click Education.
Click Assign Education.

Education for Black, James

Assign Educatign | Print Archive
Y

The Education Library automatically shows articles related to the primary disease site specified in the patient
record (if set). To change the Disease Site, click the drop-down list and select the desired site.

Assign Education to Black, James

.kizlnf}f [™]

Esophagus
Gynecologica
Head and Meck
Kidney
LELIkEI@
Liver

Lung -

Select an article category.
Assign Education to Black, James

Kidney -

Libranry
Introduction (8

Diagnosis and '.'.'D-rk@l 13)
Surgery (4

Drug Thesapy (8

Radiation Therapy (3)
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5. Place a check in the box next to each article you'd like to assign to the patient, or click the Select All box at the
top. The contents of each article can be viewed by clicking the title.

Assign Dene Select Al

Drug Fact Sheets
Axitinib (Inhyta®)

Bevacizumab (Avastin™)
Doxorubicin (Adriamycin®, Rubex®)
Drug Fact Sheets: The Basics

Erlotinib (T arceva®)

Everclimus (AfinitonE) O

Fentanyl ( Sublimaze®)

Fentanyl Buccal Tablets (Fentora™)
Fentanyl Citrate [ ActigE)

6. Click Assign. The Articles included in the patient's education materials will be marked with a red circular arrow &
beside the article name.

7. You can repeat the above steps to assign articles from other categories. When all desired articles are assigned,
click Done.

8. Areading list of all articles assigned is created with today's date. Any other articles assigned to the patient today
will be added to this reading list. If articles are assigned on another date, a new reading list will be created.

Tip: If you know the subject or title of an article, you can use the Search Library field to quickly locate articles
using keywords. Multiple search terms and phrases can be used, separated by a comma. You can then assign the
desired articles to the patient from the search results list.

Archiving Articles

By default, the list of assigned articles will only show active articles. To show archived articles, place a check in the box
next to Show Archived. Archived articles are not visible to the patient.

Tip: When viewing a list containing both archived and active articles, archived articles are marked with
the Archived icon ¥,

To archive an article, click the Archive button.

Assign Education Print ﬂrchiﬁ

Place a check in the box next to the article(s) you wish to archive, then click Archive.
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.-'-‘-.rchiverﬂ_m ‘ Cancel Select Al
o

Assigned 3/10/2016
Diagnosis and Work-up
Ld Biopsy for Breast Cancer
Surgery
Surgery: The Basics
Drug Fact Sheets
Capecitabine (Xeloda)

Dirug Fact Sheets: The Basics

Important: Once an assigned article has been archived, it cannot be made active again. However, the article can
be reassigned as part of a new reading list.

Printing Articles

Assigned articles can be combined and printed as one PDF document. To print articles:
1. Click Print.

Assign Eu:lucatiu:ur1| F'rir'lﬂ-l_'_'1 | Archive

L
2. Place a check next to the articles you'd like to print.

Print Education Articles for Black, James

Print | Cancel [] select &1

[ Assigned 3/14/2016
Drug Therapy
D Drug Therapy: The Basics

[ Assigned 3/11/2016

Drug Fact Sheets
[ ] Capecitabine (Xeloda)

[ Assigned 3/10/2016
surgery
[] Surgery: The Basics

Drug Fact Sheets
] capecitabine (Xeloda)
[] Drug Fact Sheets: The Basics
3. Click Print to generate the combined PDF.

4. Depending on your browser settings, the PDF will either open in a new browser tab or window, or you'll be
prompted to save the file. Use your PDF viewer options to print the document.

This document is considered “Uncontrolled Document” when printed.
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Patient Questionnaires

Questionnaire templates provided by Equicare or created by an Equicare Administrator can be assigned to patients for
completion online through the patient portal or may be completed with the clinician at return visits. There is no limit to
the number of questionnaires that can be created within an EQUICARE system. Creating questionnaires is described in
Section 2: Equicare Administrator Training> Lesson 2.

Only those questionnaires assigned to the patient are accessible from the patient record.

\

/Important information about Questionnaires
- Once completed, questionnaires cannot be modified
i ] E - Questionnaires can be assigned one at a time or on a recurring pattern
= - Assigned questionnaires may be declined by either the patient or a care team member
and can be unassigned by a care team member
- Questionnaires on a recurring pattern which are not completed by a patient before the
\ next occurrence becomes active will have a status of ‘Missed’ /

Questionnaires Summary

The main questionnaires screen provides care providers with a summary of the questionnaires assigned to a patient. The
table shown on this page displays any questionnaires that have been assigned, declined or completed for the current
patient. On this page, the care provider is able to:

e Assign questionnaires by clicking the ‘Assign Questionnaire’ button (red section below)

e Start an assigned questionnaire by clicking the Start link (pink section)

e Decline a questionnaire on a patients behalf by clicking the Decline link (pink section)

e Preview a score from a completed questionnaire by clicking on the Result (purple section)
e See the scheduling of the questionnaire (last completed and next due) (green sections)

Questionnaire Listing for Breast, Brigitte

Assign Questionnaire
pr—

Functional Assessment of Cancer Therapy - General (FACT-G) 51212014 Physical Well-Being Score (0-28): 17 ; Social'Family Wel-Be

Sleep Disorders Screening

Depression Screening

Form - History

Form - Medications and Allergies

Distress Scale Alert: 2 (Status: Green);

NCCN Distress Screening Tool
Treatment Satisfaction (0 - 6): 6 ; Recommendation (0 - 4): 4

Patient Satisfaction

Patient Reminder. Email and SMS when questionnaire becomes Active or Due L J

Assign Questionnaires

To assign a questionnaire to the patient, a patient must be selected (in context). With the patient in context, click the
“Assign Questionnaire” button above the table. The Assign Questionnaire screen will display.

On this page, the care provider is able to:

e Preview the questions, scoring and messaging associated with a questionnaire template (green section below)

e Assign a questionnaire as a single item or part of a recurring pattern (purple section)

This document is considered “Uncontrolled Document” when printed.
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Assign Questionnaires to Breast, Brigitte

Select Questionnaire Set Schedule - Form - History
Dizease Site: .
Assign Done
Breast -
| I |
m Recurrence:” @ One Time () Recurrine
Cognitive Dysfunction Screening Preview J
Depression Screening Preview | © Due Date:* 5/27/2014 =
Form - History Preview Patignt Reminder: Email and 3M3 when questionnaire becomes Active or Due.
Form - Medications and Allergies Preview Schedule
Farm - Registration Preview '
B/27/2014 & e
i & T .
iundlunaf.ll;—-.siei?ment of Cancer Therapy Breview | O
General (FACT-G) —
NCCHN Distress Screening Tool Preview
NCCHN Distress Screening Tool (Spanish) Preview
Patient Satisfaction Preview

Sleep Dizorders Screening Previgw § O

Questionnaires shown by default are based on the patients Primary Disease Site. The Primary Disease Site can be set in
the Patient Activation Wizard or the Care Management screen.

If the questionnaire the care provider wishes to assign is not associated with the specific disease site of the patient, all
active questionnaires can be viewed by selecting the ‘All’ option for the disease site dropdown. This will show
guestionnaires that are associated with all disease sites.

Scheduling

To assign questionnaires to the patient, select the appropriate questionnaire from the list. Then select the schedule that
is needed:

e ‘One Time’ allows the scheduling of a single date. Change the due date for the questionnaire as appropriate.

e ‘Recurring’ allows the scheduling of multiple dates either weekly, monthly, every 3 months, every 6 months or
every year. The date when the first instance of the questionnaire becomes active can be set in the First Due Date
field. The number of instances can be adjusted as appropriate. The schedule of dates is displayed as the
schedule and number of recurrences are changed.

To remove a date from the Schedule, click on the ‘X’ at the end of the date. The date will be shown with strikethrough
text.

Schedule

6/6/2014 ! vew
9/6/2014 ! vew
3/6/2015 rew x
6/6/2015 1 rew x
9/6/2015 ! rew X

b
x
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1. The ‘X’ has now changed into a ‘+’. Click on the ‘+’ to add the date back to the schedule.
2. Click the "Assign" button to save the scheduling.

The questionnaire template will now have a red circle © at the end of the row indicating that it has been assigned.
Clicking on the template will display the schedule that has been set for the questionnaire.

To assign another questionnaire:
1. Select another questionnaire from the list. Follow the steps above to set the Recurrence pattern.
2. Select "Done" to complete and return to the main questionnaire screen.

Notes about scheduled Questionnaires:

A scheduled questionnaire will become active for the patient two days before the scheduled due date. If the
guestionnaire is not completed before the end of the scheduled due date, it is marked as overdue and will appear in the
My Alerts list of the associated team members. If patient notifications for questionnaires are turned on, the patient will
be sent a message when a questionnaire becomes active, and send another message if it becomes overdue.

Preview Questionnaire or Review Completed Questionnaires

To preview or review a questionnaire, click on the questionnaire in the table of the main questionnaire screen. The full
detail of the selected questionnaire will display. A questionnaire which has not been completed will list the questions. A
guestionnaire that has been completed will list the questions, answers given by the patient, history, schedule and any
reminders.

There are a number of tabs associated with each questionnaire:

e Flowsheet tab: shows multiple completed questionnaires with the questions in the left column and answers
given in columns to the right. This allows comparison of answers. The first completed questionnaire is labeled as
‘(baseline)’. The flowsheet view will display the baseline + 4 other completed questionnaires. Date of
completion and who completed the questionnaire is indicated at the bottom of the flowsheet.

e History tab: provides a view of the history for a questionnaire template. It will show instances of the
guestionnaire that were complete, missed or declined.

e Schedule tab: Shows the future schedule for a questionnaire template. It also allows a care provider to schedule
another instance of the questionnaire. To add another instance of the questionnaire to the schedule, click the
calendar to pick the date when the new instance of the questionnaire will become active. Click the ‘Add’ button
to add the date to the schedule. To remove an instance of the questionnaire, click on the ‘x” at the end of the
date. The date will be shown with strikethrough text. A Clear All option is available here to remove all the dates
in the schedule. Click Save to complete any changes to the schedule. Click the ‘Discard Changes’ button to not
save any changes made. A recurring pattern of questionnaires cannot be completed automatically in the
schedule tab. To add a recurring pattern, go to the Assign Questionnaire screen.

e Reminder tab: If a patient’s questionnaire results require further follow-up, a reminder can be set up to remind
the care provider. This reminder will show in the My Alerts work list for the care provider on the reminder date.
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Test Results/Medical Notes

ﬂportant information about Test Results and Medical Notes

- This feature is only available to those institutions that have approved the collection and
publishing of test results or medical notes to the patient portal.

- Test Results publishing can be controlled from within ARIA or can be controlled using
the Equicare filtering controls. Medical Notes publishing can only be controlled with

the Equicare filtering controls.
! - Auto-Publish will automatically publish specific types of test results and medical notes
to the patient portal. Institutions select the test procedures / document types to
automatically publish (e.g. “CBC”, “Radiology Note”). Test Results not covered by the
auto-publish rules must be explicitly published by the clinician.
- Items that are auto-published with a time delay will be shown as ‘Pending’ and can be

\ stopped from publishing by the user. /

For institutions with an ARIA OIS, test results and medical notes created in or received by ARIA from other systems can
be accessed in EQUICARE and published to the patient portal.

Test results and medical notes received by ARIA can be delivered to EQUICARE through the data interface. Clinicians are
then able to review results/notes and publish to the patient portal if appropriate. At the time of publishing, clinical users
are able to record a patient-facing comment for each result or medical note.

ARIA users are able to publish Test Results from ARIA directly to the patient portal. See Appendix D for more details.

Icons for test results:

° L. Test results with an abnormal or out of range value in the result.

e = Results that are scheduled to auto-publish at some time in the future.

° : Results that have been published to the patient portal.

e [f: Results that have been viewed by the patient.

. G): Medical Notes that are scheduled to auto-publish at some time in the future.
e ¥ Medical Notes that have been published to the patient portal.

° O; Medical Notes that have been viewed by the patient.

Test Results for Benson, Brigitte

Date: | All w | Test Procedure: | g w | Ordered by: | Al ~  Stalus: | Al - Clear |
/652014 CBC w/ 3 Part Diff Dr. Dennis [den Carnpleted ! Manage
/652014 Mammograrm - Specify Breast Dr. Dennis [den Cormpleted Manage
128872013 CBC w5 Part Diff Dr. Bill Fredrick Cormpleted ! i Manage
12/8/2013 CBC wi 3 Part Diff Dr. John Conner Cormpleted 1 Manage
1282013 Breast 1 Completed =Y Manage
12/8/2013 Echocardiogram Partially Completed Manage
12082013 Basic Metabalic Panel, CBC w3 Part Diff Dr. Bill Fredrick Cormpleted 1 v Manage
8£2720M CBC wi 5 Part Diff Dr. Bill Fredrick Completed ! Manage
527201 GFR Completed 1 Manage
87201 Wital Signs Dr. Bill Fredrick Completed Manage

Prew 1 2 3 Hext
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At any time, published results can be unpublished from the patient portal.

Publish Test Results

To review and publish test results to the patient portal:

1. From the Patient menu, select Test Results

2. The Test Results grid will list all available results. Click Manage on the right end of the line of the test to be
published.

3. The test result will be displayed, with the order details entered in the result header.

4. A note space is available to enter relevant remarks to the patient and a “Published” checkbox displayed at
the end of each result.

5. Check the box on the items to be published or select the box at the top of the column (circled below).

Home  Search Patient = Reporting = Resources = Support
Publizsh Test Results for Black, James
Cotecte 208 " ARC Cpstar
Cate 11200 Lat ABC Cente
Ordered by D Bill Fradrici oo 2300 Bay Strest
Samtus: Cormplates San Feansmco. Cablersia LISA 30712
Ry 1o
partiant
Saoh Cancal

CBC w' 3 Part Duif

Test Name: Flag Test Result Status Units Red. Range [l Published

WEC - Blood ol Amorowed 108 41.108

RBC Count - Blood ik Approaed =i 42.83

Hgh - Biewd 1] aporewed

[TR—— 20 npprowed

g0 Approved f 800570

WCH 2.0 Approwed ] 2B0-129

WCHC 40 Approved

6. Select “Save” to finish. You will be returned to the results grid. The published icon (") will be displayed on
the line for the published result.

To Print a Test Result

To print a Test Result to give to a patient:

1. From the Patient menu, select Test Results.

2. From Test Results grid, select a result to review and publish. Click on the line of the test result.
3. A window will open with a print button.
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Home  Search  Patient -~ Reporting - Resources - Support

Publish
Collected
Date:

Ordared by
Status:

Vital Signs
Test Name
Height
Weight

BSA (derived)
Temparaturs
Pulsz
Respiration

Systolic

Test Results fg

812010

Elizsbath Cartwright
Completed

Lab: ABC Center

cio 2300 Bay Streat
San Fransisco, California USA 50112

Flag Test Result Units.
T0.0 inches.
152.0 ks
19 sq.m

Fahrenheit

Ref. Range L] -
T0.0 - T0.O

188.0 - 159.0

984-5838
80.0 - 100.0
12.0-20.0
50.0 - 140.0

Diastolic B3 mm{hg) E50-%00

A print viewer screen will be displayed. Select print from the browser panel to complete printing. Note that you can also
publish from this screen, if necessary, by clicking the Publish button.

Stop Autopublishing of a Test Result

A test result that is scheduled to be published will be indicated by this icon ‘= in the Published column. Hover the cursor
over the icon to be shown the date in the future on which the test result will be published.

imp hlanage

Auko-Publish ony 1072972010
e hdanane

To stop autopublishing, click on the Manage link at the end of the row. This will lead to the detail screen for the test
result. A care provider can cancel autopublishing by clicking on the Cancel link.

The autopublish statement is now shown with strikethrough font and the action has now changed to Set. To reverse this
action and have the autopublishing continue, click Set. Click the ‘Save’ button to save changes.

The autopublish icon will now be gone in the Test Results main screen.

A care provider can also modify what items will be autopublished by unchecking the publish box for the test results
which they do not want to unpublish. Click the ‘Save’ button to save changes.

Unpublish a Test Result

To unpublish a test result:

1. Click the “Manage” link on the appropriate result in the results grid to open the publishing screen.
Uncheck the checkboxes for those components of the result to be removed from the patient portal. The
checkbox at the top of the column can be used to unselect all the results.

3. Select “Save” to finish. The result will no longer be visible to the patient.
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Note: if ARIA is being used as the method for publishing test results, a test result that is published and then unpublished

in ARIA will become available and then be removed from the patient portal. The unpublish action in ARIA is respected by

Equicare.

Publish Medical Notes

To review and publish medical notes to the patient portal:

1. From the Patient menu, select Medical Notes.
Medical Notes for Benson, Brigitte

Date Document Type
All v All
Date ~ Document Type Result
21 Aug 2022 @ Progress Note
11 Aug 2022 Mammogram
15 Jul 2022 Radiclogy Report BI-RADS: 2
12 Jul 2022 CT Sim

Author

J Smith

J Smith

J Smith

J Smith

Authored

Status

Approved

Approved

Approved

Pending

All

Linked Chart Note

2. Click the Publish button <& for the medical note to be published.
3. The Medical Note will be published to the patient portal and the option to unpublish will appear.
4. To view the details of a medical note, click its Details button =.

Publish Medical Notes with Remarks to Patient

To add comments or information for the patient while publishing a medical note:

1. From the Patient menu, select Medical Notes.

Status

All

Published

v

o

I+

Clear

This document is considered “Uncontrolled Document” when printed.
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2. Click the Details button {= of the note you wish to view.
Medical Note for Benson, Brigitte- Progress Note

£ Back Manage Publishing

Date of Service: 21 Aug 2022 Date Entered: 21 Aug 2022

Note is Published: 24 Aug 2022 Supervised By: John Smith

Note is Private: No Signed By: E Smith

Status: Published Approved By: J Smith

Authored By:E Smith Entered By: E Smith

Date Signed: 21 Aug 2022 Ordered By: Jane Smith

Date Approved: 22 Aug 2022 Service Location: ACME Health Services

Remarks to Patient: Example remarks fo a patient

= Medical-Notes_progress-note. pdf 1 /71 - 98% 4+ B o

I«
]

Follow-up progress note:

Brigitte Breast was seen in clinic today for her two year post treatment followup appointment for infiltrating ductal
breast cancer.

History and physical examination was completed, Bilateral mammographic studies from Sept 18, 2010 were reviewed.
Mammogram show normal right breast, normal treatment changes and early fibrosis in treated left breast.

Breast examination normal. Surgical scar clear. Minimal fibrotic changes observed in left breast. No nipple discharge in
either breast. No signs of recurrence. Brigitte denies symploms suggestive of metastatic spread.

To retum in six months for next followup appointment. Bilateral mammogram to be completed prior to followup visit.

3. Click the Manage Publishing button.
4. Enter text into the Remarks to Patient field.

Manage Publishing

This note is not published.

Remarks to Patient
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5. Click the Publish button to have the remarks and medical note become available on the patient portal. (The
patient portal will be flagged as having a NEW! item. The Remarks to Patient will be visible once the patient
opens the medical note.)

To Print a Medical Note

|
To print a Medical Note to give to a patient: when viewing the note details, click the Print icon a=a.

Unpublish Medical Notes

To unpublish a Medical Note, use one of the blow methods:

e Option 1: Click the Unpublish button @ in the list.
e Option 2: Click the Details button =, click the Manage Publishing button, and click the Unpublish button.

Autopublishing of Medical Notes

A medical note that is scheduled to be published will have the Autopublish icon G) Hovering over the icon will show the
date on which the medical note will be published.

The autopublishing of a note can be stopped by unpublishing it.

Manage Patient

The Manage Patient screen allows you to control the following patient related functions:

e Set the patient’s facility

e invite the patient to the portal

e manage the patient’s password and account
e manage reminder settings for the patient

e manage the patient’s care team

e set workgroups for the patient.

Facility

The facility set for the patient will determine the branding and content that the patient will see when logging into the
patient portal.

The facility for a patient may be set automatically according to business rules for patient’s received from an external
system. This can be set-up by an Equicare Service technician.

If the Facility ownership is set to an external system, this system will be identified to the left of the facility field (circled
below).
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anage Patient - Andres, Sarah
Patient

Frimary Site:

Facility:* B | Updated by ARIA RO

Save

When the facility is set by the external system, the facility cannot be changed. To change the facility, click on the lock
icon to change ownership to Equicare. The facility can now be changed.

When the ownership is changed to Equicare, the external system will no longer update the facility. Note that this does
not limit the external system from updating other fields such as the Treatment Summary or Registration.

Click the ‘Save’ button to save any changes.

Inviting a Patient to the Portal

Once a patient is activated in Equicare CS, the patient needs to be given verification information so they are able to
access their records through the portal. When activating a patient through the patient activation wizard, an invitation
letter for the patient can be printed in the Print tab.

| Activate Patient \:'._ Treatment Summary \'._ Follow-Up \:'._ Education \:'._ Questicnnaire ] Print ' Reminder Frevious Mext Finish

Print Care Plan for Simulation, Appa Hip

Select Components of the Care Plan: Options:
[ cover Page Font Size: | medium =
[Elwelcome Letter [¥] show Table of Contents
v
I Patient Portal Invitation I
D Treatment Summary

D Follow-Up Plan

[El care Team

[ Education Materials
[[] auestionnaires

D Motes Page

an

The letter received by the patient can be customized. The letter can be given to the patient at a clinic visit, e-mailed to
the patient or fax/mailed to the patient.
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SATURNA &5
Center
Smeth, Janine Patient Invitation
MRN: MR49399 Printed on: 9/18/2017

INV-1

Dear Janine Smeth,

As part of our services, we invite you to access your records through our secure, online
patient portal. This is a website that you and your family members can use to access
your health care information. To sign up for the patient portal, open your internet
browser, and in the address bar type:

http:/ /ecs.equicarehealth.com
Create your Account

On the portal homepage, click Create account.

In the First Name field enter: Janine

In the Last Name field enter: Smeth

Enter your date of birth.

In the PIN field, enter: 2228973

Click Next.

Enter your email address, then create a username and password for your
new account.

To use the patient portal, you must review and agree to the Terms of Use.
Click Create my account.

NonhhWh =

\o o

Your new account will be created and you will be logged in automatically.

Alternately, a care provider can print an invitation from Patient > Manage User Account. The Print Invitation button is
available here. Clicking the button will open a new window with the invitation letter which can be saved or printed.

Account Status

Print Invitation

Managing User Accounts

Once a patient has used the invitation letter to sign up for the Patient Portal, other options are available in the Patient >
Manage User Account area.

Account Status
The Account Status area shows the user's Username, if their account is currently authorized, if they are temporarily

locked out of their account, the date that the account was created, when they last logged in, and when they last
performed an action within the Patient Portal (view a page, sent a secure message, etc.).
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Account Status

Username: user.name Last login date: 05/14/2021
Account is authorized: Yes Last activity date: 05/14/2021
Patient is locked out: No Created date: 01/21/2021

Unauthorize User

e Locked Out: If a user has tried to login to their account unsuccessfully 3 times in a row, they will be temporarily
locked out. If a patient is locked out, the user will see the option to unlock the account within the Account Status
area. Note: the system will automatically unlock a user account after 10 minutes. So, in most cases, manual
intervention is not necessary.

e Unauthorize User: A user account can be disabled by clicking the Unauthorize User button. This means that the
user will no longer be able to log in to the Patient Portal. All account information is retained, including the
Username. To authorize a user that has been unauthorized, you must print a re-invitation letter and provide it to
the patient. The letter contains the instructions to reauthorize their account.

Primary Email

The Primary Email address is where the patient will receive emails related to their patient portal account, such as
password reset emails. When signing up for the Patient Portal, a patient must provide their email address, which will be
used here. It can be changed manually from this area by entering an email in the field and clicking Save. When the email
is changed, a confirmation email will be sent to the address. The confirmation email can be resent from this area as well.

Primary Email

Account Information emails and Password Reset emails are sent to this address.
This email address has not yet been confirmed by the user. (Resend confirmation email)

Primary Email

exampleemail@equicarehealtl

Account Password
In the Account Password area, the user can manage the patient's password.
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Account Password

Reset Password « Force Password Change

Create New Password

Passwords must use at least 8 characters, 1 capital letter, 1 special character | @ # % % &) ( +

Change Password

e Create New Password: Enter a new password into the field and the same password into the confirmation field,
then click Change Password. The password updates immediately. Note that the patient is not automatically
notified of the password change.

e Reset Password: Choose to either send the patient an email with a link to reset their password, or print a letter
with a temporary password. In both cases, their password is reset. The patient must use the link in the email or
the temporary password and then change their password before they can log in again.

e Force Password Change: The patient will be required to change their password the next time they log in.

Manage Notifications
Patients can be notified of their appointments, follow-ups, secure messages, and questionnaires via email and/or SMS
messages. The availability of each of these features is part of the system configuration.

How often notifications are sent, and how many days prior to the event they are sent, are part of the Facility
configuration settings. From the Manage User Account page, users can configure which notifications the patient should
receive, and whether they should be sent via email or text message. These option are available regardless of the status
of the patient's user account.
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Notification Settings

Use these settings to choose which notifications the patient should receive and how they should

Send notification emails to:
Lemall com

Use patient’s pnmary email

Send notification text messages to

What notifications should be sent to this patient?

Scheduled Appointments: O by email by text
Messages: by email by text
Questionnaires: by email by text
Save Notification Settings

1. To send email notifications, an email address must be specified. It can be the same as the Primary Email, or can
be a different address.

2. To send text messages, a phone number must be provided.

3. For each type of notification, select if it should be sent by email and/or by text message. Note: If the facility is
configured to send appointment notifications as a digest, those digests can only be sent via email.
4. Click Save Notification Settings to save changes.

Sample Notification Messages

Sample e-mail reminder of a monthly digest of appointments:

7102012 318 PM
Dear (Gail,

This is a friendly reminder of vour upcoming appointment(s):

Thursdaw, 7/12/2012  11:10 AM Physical Therapy Feferral Add to calendar
Wednesday, 7/23/2012 11-:00 AM Dietary Referral Add to calendar
Wednesday, 7/25/2012 11:01 AM Other Referral Add to calendar

To reschedule or cancel, please call ABC Clinic at (353)355-5555 at least 24 hours before the scheduled appointment.

Thank vou.
ABC Clinic

Sample text message notification:
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This is a reminder that your Consultation is on 913/2016 at Doctor Cffices. To reschedule or
cancel, please call ABC Clinic at (555) 555-5555 at least 24 hours before the scheduled
appointment. Thank you.

Note: The content of the messages sent to patients can be customized by an Equicare Administrator within the
Manage Templates feature (EQUICARE Admin > Manage Templates). See the Manage Templates section of this
guide for more information.

Care Team

The care team can be used to list all care providers that have direct responsibility for caring for the patient. The care
team serves two purposes:

1. Populate dropdown lists in the appointments (provider), follow-ups (provider), reminders (owner),
treatment summary (provider) referrals (referred by) screens.

2. Provide care provider information such as name, address and phone numbers to patients using the contact
cards on the patient portal.

To add a member to the patient's care team:

1. Inthe Patient>Care Management> Care Team area, click the ‘Add Members’ button. The Care Team Favorites
list for the facility will open in a new window.
2. Select one or more care team members from the list by checking the box in front of each name.

Search | Add Care Provider | Title: | Al B

Callahan, Suzie Patient Mavigator 230 Baker Avenue
Palm Faorest, Idaha, 95696
[485)483-9585
SERO@E@hotmaill .com

Iden, Dennis Radiation Cncologist 230 Baker Avenue
Palm Faorest, Idaha, 95696
[485)483-9585
SERO@E@hotmaill com

Jones , Wilma Oncology Murse 230 Baker Avenue
Palm Farest, Idaha, 95696
[485)483-9585
SEROE@hotmaill .com

Lincoln, James Oncology Murse 230 Baker Avenue
Palm Faorest, Idaha, 95696
[485)483-9585
SEROE@hotmaill com

3. If the desired care team member is not found on the list, there are 3 options:
e To find an existing care provider who is not in the favorite lists, enter a first or last name in the search
box. Click the Search button (#1 below).
e Alternately, choose a title of a care provider. Any care provider with that title will be displayed (#2
below).
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e To add a care provider NOT in the Equicare system, click the Add Care Provider button. Enter the details
of the care provider. Save the care provider. Once saved, the care provider can be found through the

).

search (#3 below

| 1 Search | Add Care Provider | 3 Tile: | ml - F Al

Callahan, Suzie Patient Mavigator 230 Baker Avenue

| Paltm Farest, Idaho, 95696
(4851483-9585
SSROEhotmaill .com

[~ lden, Dennis Fadiation Gneologist 230 Baker Avenue |
4, Once the desired care team members are identified, click on “Select”. All checked members will be added to the

patient’s care team.
5. Click the “Save” button to save changes.

To assign a Care Coordinator for a patient:

1. Select the “CC” radio button beside the appropriate member. The care coordinator must be an internal care
provider (cannot be users with "read-only" access).
2. Click the “Save” button to save changes.

To specify the primary care physician(s) for the patient:

1. Select the "PCP" checkbox(es) beside the appropriate member(s).
2. Click the “Save” button to save changes.

Care Team

Add Members

Demo, Murse Patier

Sujardo, Armando FPhysi
Schultz, Arnie FPhysi
Wyhitten, Amelia Fatier

To remove a member from the patient's care team:

1. Select “Remove” checkboxes beside members to be removed from the patient’s care team. Their names
will be displayed with a strike-through.
2. Click the “Save” button to save changes.
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Workgroups

Workgroups are designed to assist in segregating patients and care providers. To set-up workgroups in Equicare, Section
2: Equicare Administrator Training>Lesson 1.

Assigning a patient to a workgroup allows all care providers that belong to the same workgroup to access the patient's
record. If the patient is not assigned to any workgroups, only the care providers who are in the patient's care team can
access the patient's record.

To assign workgroups to the patient:

1. Inthe Care Management screen, select the appropriate workgroups by checking the checkbox beside the
workgroup names.
2. Select "Save" to complete.

Care Plan Printing

The Care Plan Printing screen allows the Care Provider to print a Care Plan package for the patient or another care
provider.

Patient Care Plan tab: Print a Care Plan package for a patient. Select the components of the Care Plan package to be
printed. Select the font size.

Patient Care Plan  \  Provider Care Plan '\ History
Print and Send to External Systems Print

Font Size Medium -

Sections All

#| Cover Page

Table of Contents
Welcome Letter
Patient Portal Invitation
Treatment Summary
Fallowe-Up Plan

Care Team
Questionnaires

Education

e T Y S Y S YA Y

Motes Page

The care plan selected can be printed by clicking the Print button. To print the care plan and also send it to an external
system such as ARIA, click Print and Send to External Systems.
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Previewing or printing will open a new browser window. If you do not have a PDF file reader installed on your computer,
you will be prompted to download the PDF file that contains the Care Plan package and save it on your computer.

Provider Care Plan tab: Print or fax a Care Plan package for another care provider. Select the ‘To:” and ‘From:’ care
providers. The contact information for each provider is shown in the area below the care provider’s name. If the
information needs to be changed or updated, the Edit action can be used to update the information. Note: Updates to
the contact information are saved in the Equicare system.

Select the components of the Care Plan package to be printed or faxed. The Fax Cover Sheet and Provider Letter
template can be modified by the user before printing/faxing. If the information needs to be modified, the Edit action
can be used. Note: Making changes in this workflow does not modify the underlying templates in the Equicare system.

The care plan selected can be printed by clicking the Print button. To print the care plan and also send it to an external
system such as ARIA, click Print and Send to External Systems.

The care plan selected can be faxed by clicking the "Fax" button. Note: for the fax button to be available, the fax service
must be added by an Equicare Service technician.

Previewing or printing will open a new browser window. If you do not have a PDF file reader installed on your computer,
you will be prompted to download the PDF file that contains the Care Plan package and save it on your computer.

History tab: If a patient or care provider care plan have been generated, a record of the action will be shown in the
History tab. Clicking on the Preview action at the end of the row will display the care plan that was created.

Patient Account Self-management

The patient is also able to manage some of their account settings while logged into the patient portal. In the Patient
Portal, the patient can click on their own name on the Navigation bar. They will then be presented with the opportunity
to update their e-mail address, change their password, manage the notifications sent to them and view the activity that
has taken place on their account.

Home My Record Resources Contact Us Breast, Brigitte

Edit User Account for Breast, Brigitte

Manage User Account Change Password \:'-._. Manage Motifications \:-.,__ Activity Log \

User name: demo.patient

Email demo.patient@localhost.com

Example: jechn.smith@email.com

Update Email

Forgotten Password

In the event that a patient cannot remember their password, the Equicare log-in screen has a Forgot Password link. This
link can be used by patients or clinical users.
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If a patient clicks on the link, they are asked to enter their Equicare user name. Clicking on the ‘Send Password’ button
will result in a temporary password being sent to the e-mail address linked to the patient.
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Lesson 4: Education Library

The Education Library is a collection of information related to different cancer diagnoses. The primary category for
organizing content is the cancer site. Each cancer site has information on diagnosis and work-up, treatment, support,
and follow-up relevant to that patient population. The Education Library is available within the Resources menu.

The content within the Education Library is compiled by one of the world's largest online cancer information providers.
The library may also include local information added by your EQUICARE Administrator.

Note: The Education Library in the Resources menu serves a different purpose than the ability to assign
education to patients. The library contains all available content in the system, which can be browsed
through and read by anyone logged in. In contrast, when assigning education to a patient you can
choose a selection of articles from the entire Education Library, but the assigned articles become a
recommended reading list for the patient.

Viewing Education Articles

To view the content of an article, use the Search Library feature to perform a search for your desired content, or follow
the below steps to browse the library by cancer site and category.

1. Go to the Resources menu and click Education Library.
2. Click the drop-down list and select the appropriate cancer site.

Education Library

Breast ~
Library %

Introduction (9)

Diagnosis and Work-up (24)
Surgery (11)

Crug Therapy (8)

Radiation Therapy (3)

Drug Fact Sheets (44)
Short Term Side Effect
Long Term Side Effects (25)
Health Emergency (5)
Support Resources (29)

Survivorship (20)

Drug Fact Sheets

Abraxane®, Paclitaxel Protein Bound
Ado-trastuzumab emtansine (Kadcoyla™)
Amifostine ( Ethyol®)

Anastrozole (Arimidex®)

Bevacizumab (Avastin™)

Capecitabine (Xeleda®)

Carboplatin (Paraplatin®)

Cisplatin | Platincksy
Cyclephosphami
Cyclophosphamide
Docetaxel (Taxoteres)
Doxorubicin (Adriamycin®, Rubex@)

Doxorubicin Liposomal (DoxilE)

Epirubicin (Ellence®, Pharmorubicin®)

Erikulin Mesylate (Halaven®)

Etoposide (Toposar®, VePesid®, Etopophes® VP-16)

xan®, Neosar®, Endoxan®)

3. Click the desired library category.
4. Click the article title.

The article will open in a new browser window or tab, and can be saved or printed using the browser options.
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Note: Adobe Acrobat Reader (available at https://get.adobe.com/reader/) is required to view the articles
in the Education Library. It may also be necessary to set your browser to allow popups for the Patient
Portal website.

To search the library, use the Search Library field. You can search by words or phrases separated by commas, which will
be matched against the article titles and keywords.

Lesson 5: Secure Message Inbox
The Secure Message Inbox allows messages to be sent between care providers and patients, and between care
providers, in a safe and secure manner. Any information sent using the Secure Message Inbox is more secure than using

regular e-mail.

The Secure Message Inbox is accessible from the Inbox option in the main menu. The Inbox menu option will also
indicate when there are new messages in the inbox.

L SV RN v e | v | oo

Receiving a Secure Message

The inbox will list all Secure Messages on the left. Each item in the list includes the name of the sender, the date and
time the message was received, the message subject line, and an icon to indicate if the message is from a patient or a
provider.

Messages @ vew

Archive Show All Messages v R e B e & New Patient Message
Sublect tine Gocs fere | Benson, Erigire ) Reply B Archive
[ ] & Benson, Brigitie hh:mm PM

Another Tamoxifen related problem? (#) Write a repl

Qf Murse, Demo nhzmm AN
Availability of a financials (#)
Benson, Brigite

& Binder, Thomas mmm dd
Need new prescription (#) Send Message Cancel

® & Hil, Jonas mmm dd, 2015
Tamoxifen and nightmares? (#)
Dr. Bill Fredericks hh:mm EM

Hhmm, and you had radiation on the left side so it can't be from the radiation. | think it would be worth seeing you. | will have
someone call you fo sef up an appointment

Brigitte Breast hh:mm Al
No, it is just the one spot. No other spots anywhere else. No itching either. mmm dd
Dr. Bill Fredericks hh:mm AN

Hi. Well, yes, skin rash is a noted side effect but it doesn't sound like this is a rash. Is it just one spot and not occurring mmm dd
anywhere else? |s your skin in other areas iichy?

Brigitte Breast hh:mm Al

Hi Dr. Fredericks, you were right. The dreaming and nightmares and sleep disturbance are pretty much gone. But 177
now | have one red blister under my right breast. Just one but it is pretty big and it is weepy. Is this related to the Tamoxifen as well?
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Once a message is sent, all replies to it are grouped together under the original, forming a single thread. Clicking the
message in the list on the left will display all messages sent regarding that topic.

Patient Messages vs. Provider Messages:

. A Patient Message includes one patient and one care provider. A Provider Message can include as many care
providers as you need.

. For convenience, a patient can be added as a reference within a Provider Message. However, that patient
will never receive a Provider Message. Adding a reference makes it clear to everyone in the conversation
which patient is being discussed.

. Care Providers can be added to or removed from a Provider Message at any time after the conversation has
started, and a care provider can remove themselves at any time (except the person that originally sent the
message).

. In the list of inbox messages, patient messages have an icon of a person, and provider messages have an

icon of a stethoscope.

Sending a Secure Message to a Patient

New Patient Message

To

Banson, Brigitte | X 1986553Y] | MRN: 12345 X

Subpect

Wessage

m R

To send a message to a patient:
1. Click the New Patient Message button.
2. Click the Select Patient dropdown and either select a patient from the list (populated with up to five of the most
recently accessed patient records) or click Find more to search for a patient.
a. When searching for patient, search by Last Name, First Name, and/or MRN. Select the desired patient in
the list and click the Select button. Note that the list will display a maximum of 100 results.
b. To remove a selected recipient, click the X button next to their name.
Enter the text for the Subject line.
Enter the message text.
5. Click Send Message.

W
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Note: When viewing a patient in context, you can click the New Patient Message link in the Actions panel, which will
open the same options as above and automatically include the patient currently in context.

Sending a Secure Message to a Provider

New Provider Message

Membars
D Aane Philaps X Bath Simmans X . Robart Smith X John Close X

FEET

Suibgsct
434 Fabant Relarpnce =

Massage

Ty
LEnceE

To send a message to a Provider:

1. Click the New Provider Message button.

2. Click the Add Member dropdown and either select a provider from the list or click Find more to search for a

provider.

e The list is automatically populated with the Favourites configured for your Facility. If a patient is selected
as a reference (see steps below), the list will instead be the patient's care team.

e When searching for provider, you can search by Last Name and/or First Name, and filter the results by
Facility and Title. Select one or more of the desired providers in the list and click the Add button. Note
that the list will display a maximum of 100 results.

e To remove a selected recipient, click the X button next to their name.

Enter the text for the Subject line.

4. (Optional) Select a patient to include as a reference using the Add Patient Reference dropdown. This is the same
process as adding a patient recipient when sending a Patient Message. However, patient's included as a
reference never receive any of the messages sent to providers.

5. Enter the message text.

6. Click Send Message.

w

Adding and Removing Members

When viewing a message thread between providers, a list of all members (i.e. message recipients) is displayed at the
top. The provider that originally created the message can remove members from the message by clicking the X next to
their name and add more members by clicking the Add Member button, but they cannot remove themselves from the
message.
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All other members of the message can remove themselves by clicking the Leave Thread button, or add new members.

Clinical Trial Screening | Benson, Brigite = Reply M Archive

Members: Demo, Murse Binder, Thomas ¥ Connor, John 2 Fredericks, Bill X

+ Add Member X Leave Thread

When a member leaves the thread or is removed, they will no longer receive new messages for this subject, but will still
be able to view everything up until the point they were no longer a member. If a member used the Leave Thread option,
the message thread will also be automatically archived.

Replying to Messages

When viewing a message, you can reply by clicking the Reply button at the top right of the message area, typing your
reply, then clicking the Send Message button.

Another Tamoxifen related problem? | Benson, Brigitte = Reply M Archive

O

Send Message Cancel

Archiving Messages

Archiving messages is a good way to ensure the inbox contains only relevant messages.

e To archive a message, select it in the list on the left, then in the message area click the Archive button. The
message will be immediately moved to the Archive section.

= Heply & Archive ﬂ:

e Toview all messages that have been archived, click the Archive button at the top of the inbox.

e To Unarchive a message, view the Archive section, select a message, and in the message area click the
Unarchive button.

e |f a message is archived and another person response to the message, it will be automatically unarchived and
moved to the inbox.
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Appendix A: Activating a Patient through the Patient Search

The Patient Search allows users with Equicare Administrator permissions to find patients to activate in EQUICARE. Upon
activation, the Patient Activation Wizard (PAW) guides the care provider through the major functions within EQUICARE,
ending with the ability to print the patient’s care plan.

1. Go to Worklists>Patient Search
2. Search for the desired patient.
3. At the right end of the patient row, click on the Activate link to start the PAW.

Patient Search

Last Name: arm First Mame: MRN: Diagnaosis:

Search Clear
Armatas, Gayle R 8/16/1967 (47Y) Female 1876543 Malignant necplasm of upper-outer quadrant of female breast E2007 (40Y) Pending
Arms, Gail 0 1/26/1948 (66Y) Female 49988657777 Malignant neoplasm of lip unspecified vermilion border 911172012 (64Y) Pending
Armsberg, Gail R Female 1232944 Malignant neoplasm of upper-outer quadrant of female breast 9/6/2007 (40Y) Pending

Armstey, Gail 0 Female 4678677 Pending

Armstrong, Gail R Female 1232915 Malignant neoplasm of upper-outer quadrant of female breast 9/6/2007 (40Y) Pending

Armstronge, Gail R 8/16/1967 (47Y) Female 1232913 Malignant necplasm of upper-outer quadrant of female breast E2007 (40Y) Pending

Once the PAW has been started, a care coordinator must be assigned and the patient saved. After that, the care
provider can continue through the PAW. The PAW will lead the care provider through:
1. Referrals: An opportunity to enter any referrals known at this time.
2. Care Team: add Care Team members from the favorites list or find more care providers and institutions in the
system.
3. Treatment Summary: All detail provided through the OIS interface will be populated. Add additional treatment
summary records as shown in Section 1: Lesson 4 of this workbook.
4. Follow-up: Assign the appropriate follow-up and surveillance templates as shown in Section 1: Lesson 4. The
follow-up plan will be accessible after you have completed patient activation.
5. Education Materials: Select and assign the appropriate education articles as shown in Section 1: Lesson 4.
6. Questionnaires: Assign the appropriate patient questionnaires as shown in Section 1: Lesson 4.
7. Print: Select the care plan components and font size for printing. The care plan document will generate and
display in a new screen. Review and print and/or save as desired.
8. Notifications: set up follow-up, appointment, secure message and questionnaire e-mails and SMS messages.

Select Finish on the right side of the screen to complete. The patient is now activate.

The care provider is able to exit the PAW at any time after the care coordinator has been assigned. The PAW can also be
restarted at any time using the Patient Wizard link in the Actions column.
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Appendix B: Patient Sign-up Process

When activating a patient in the Equicare CS system through the patient activation wizard, an invitation letter for the
patient can be printed from the Print tab.

( ~ - . ¢  —————————
| Activate Patient  \ Treatment Summary % Education \ CQuestionnaire 1 Print  \ Motifications %

Print Care Plan for McAllister, Billy Joe

—
Patient Care Plan ' Provider Care Plan

Print | Preview

Font Size Medium 7
Seclions: Al
Cover Page

Table of Contents
Welcome Letter

+| Patient Portal Invitation
Treatment Summary
Care Team
Cuesfionnaires
Education

Motes Page

It can also be printed by going to Patient > Manage Patient and clicking Print Invitation.

The letter received by the patient can be customized to include facility information. The letter can be given to the
patient at a clinic visit, e-mailed to the patient or fax/mailed to the patient.

This document is considered “Uncontrolled Document” when printed.
Page 61 of 156



_*.eq uicare MAN2003 APP Training Workbook

HEALTH
™
=
SATURNA &5
Center
Smeth, Janine Patient Invitation
MRN: MR49399 Printed on: 9/18/2017

INV-1

Dear Janine Smeth,

As part of our services, we invite you to access your records through our secure, online
patient portal. This is a website that you and your family members can use to access
your health care information. To sign up for the patient portal, open your internet
browser, and in the address bar type:

http:/ /ecs.equicarehealth.com
Create your Account

On the portal homepage, click Create account.

In the First Name field enter: Janine

In the Last Name field enter: Smeth

Enter your date of birth.

In the PIN field, enter: 2228973

Click Next.

Enter your email address, then create a username and password for your
new account.

To use the patient portal, you must review and agree to the Terms of Use.
Click Create my account.

NonhhWh =

\o o

Your new account will be created and you will be logged in automatically.

Once the patient has the invitation letter, they can sign up on the system. Using the website address provided on the
invitation letter, the patient can arrive at the Equicare CSlog in screen. Patients should be encouraged to add this to
their favorites list for easy navigation.

Patient Portal

Log in Create your account

Username See your health info, view appointments, learn about your
condition, and more.

Password

To sign up, patients must:
1. Click the Create Account button.
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2. Enter their name as it appears on the invitation letter, their birthday, and their PIN.

First, we need to confirm your identity

We keep your personal health information secure by verifying your identity with the
information below.

First name
Last name

Date of birth

PIN

Provided by your care team.

3. Click Next.
4. Enter their email address, create a username and password for their account, and read and accept the Terms of

Use.

Now, let's create your account

Enter your email address @

Create your username @

Create your password

special char

Confirm your password

[ I'accept the Terms of Use

Create my account Cancel

5. Click Create my account.
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After successfully signing up, the patient will be logged in automatically.

Confirming the Patient Email Address

The patient will be asked to confirm their e-mail address. This is required if the patient needs to reset their password in
the future. After signing up, they were send a confirmation email to the address they provided. To confirm their address,
they must click the link in the email they received, and when prompted, enter their account username and password,
and click log in.

Confirm Your Email

Log in to confirm your email address.

Username

Password

They will be logged in to their portal account and their email will be confirmed.

Note: If the patient does not confirm their email address, they will receive a reminder every time they log in. If they
need to change their email address, they can do so by going to the Account Menu (labelled with their name) and
selecting Account Settings.

Appendix C: Test Result and Diagnosis Publishing from ARIA

Users with ARIA v13 MR1 or ARIA v11 MR5 have the capability to publish test results and cancer-related diagnoses.
When used with EQUICARE 4.2 MR1 (or more recent), a test result or diagnosis with a published status in ARIA will
automatically be published to the patient portal and be available to a patient.

Customers may choose to use the existing Equicare publishing feature or publish test results to the patient-portal from
within ARIA. Both features cannot be used simultaneously. In order for either feature to work, the systems must be
configured to allow transfer of information. An Equicare Service technician can configure the connection depending on
the publishing method preferred.

To publish a test result in ARIA, the user needs to be in the Evaluation tab. Tests and Test Results are available in this
section. Once a specific test result is selected, the results will be displayed. The column, circled in red below, controls the
publishing to the patient portal. By default, all results are selected. Once the test results are approved, they will be
available to the patient on the patient portal.

This document is considered “Uncontrolled Document” when printed.
Page 64 of 156



_*.eq uicare MAN2003 APP Training Workbook

HEALTH

Test Orders x|
TestID |DateOrdered OrderStatus | Result Status | Publish Status “|  Orders R,5|,||5|
200045 617/2013 Approved Approved Publishable r'_') Approve
200032 i6f17/2013 Approved Approved Publishable S To bereviewed by IFIEdI'ICk‘ Dr. Bil j "l "l 2 | 2| £ Parial & Full

» -
200031 6/10/2013 Approved Approved Publishable &
200030 | 6/10/2013 Approved Approved Publishable | |r | | | | |5!m| |"l=i't ‘“‘“" |'-'“t "—" |"--- \)| ?’I| jate
200036 i §(3f2013 Appraved Approved Publishable /5 | =[] cBC wj Auto Diff
200029 §/3f2013 Approved Approved Publishable WEC g - 1040/l 40 113 O dr10/2013 -
200041 5/31/2013 Approved Approved Publishable & \ rd O
200038 5/31f2013 Approved Approved Publishable .f_') HGB N &3 g/dL 1. 152 410/2013
200037 5/31f2013 Approved Approved Publishable ."_') HCT By T o 3. 450 410/2013
200026 4{11/2008 Approved Approved Publishable .f'_') MV X 7ig3 fl 8. 99.0 410/2013 «
200025 4112008 Approved Approved FPublishable .':_.) MCH J T g 2 350 dH0/2013 -
200024 3/30f2008 Approved Approved FPublishable .'_.) MCHC L P o ERE T 10/2013 -
200019 3/149/2008 Approved Approved Publishable & [ T e 5 3 c PR fining

For diagnosis publishing from ARIA, the user needs to be in the Diagnosis tab. Each diagnosis will now have a publish
check box available. This box is selected by default. If the box is checked, the diagnosis will be available on the patient
portal once approved in ARIA.

\lack, James (ID1: 2277755)(Age: 68)

'ummary‘ Reqgistration ‘ Encoumers‘ Care Path Diagnosis‘ Cancer Management | He.

Clinical Description ~ | ICD-9-CM Code

N

Alopecis (Grade 1)
Alopecia (Grade 1)

Diabetes melitus without mention of complication 250.0

Dysprea tgrade 1)

Fatique (Grade 1}
Fatique (Grade 1}
Fatique (qgrade 1)

Hearing-wfo monitoring program {Grade 0)

Definition |
Dx Date 1
Code AI ™ CancerDx  Type

Code |Fatigue (Grade 1)
Dest

Clinical [ Fatigue (Grade 1)
Desc

Details

Status [active -
Ranking = I Histaric D= ™ External Source [ publish

Confrmed I Final Cading Dx Method [Unknown

Method
Desc
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Appendix E: Questionnaire Kiosk

The Questionnaire Kiosk allows you to provide a way for patients to complete questionnaires onsite, for example, while
in a waiting room. This feature is best used on a mobile device like a tablet. When a patient arrives onsite, a staff
member looks them up in the Kiosk Administration, start their Questionnaire Kiosk session, and hands the tablet to
them. When they are done, they give the device back.

Kiosk Questionnaires

Care Provider ﬂ Patient

The Kiosk website is designed to come in contact with patients, so the Kiosk Administration page is separate from the
rest of EQUICARE and has a different login. The website address of the Kiosk Administration login depends on the
domain of the Patient Portal. The login takes the form: <patient portal domain name>/kiosklogin

For example, if your patient portal domain is www.patientportal.com it would be www.patientportal.com/kiosklogin

The first step of the process is to log in at that website address using your regular username and password that you use
for the Care Provider Portal. Note that your user account must have Kiosk Manager permissions to be able to login. If
needed, an Equicare Administrator can assign those permissions to your account.

After logging in, you will see the administration page where you can locate the patient that will be completing the
questionnaire.

Kiosk Administration

Patients must have at least one assigned questionnaire to appear in the Kiosk Questionnaires page. By default, the page
will display patients from your current facility (based on the Patient Portal domain you used to log in) that have a
guestionnaire due on the current date.

This document is considered “Uncontrolled Document” when printed.
Page 66 of 156



_*.eq uicare MAN2003 APP Training Workbook

HEALTH
Saturna Cancer Center - careProvicer~
Kiosk Questionnaires Due Dete:| 1071272018 Focilty:| Al ’

To start a Questionnaire for a patient click Start. Only patients with questionnaires due on the selected date in the selected facility will appear in the list.

Patient Name Date of Birth # Questionnaires

Abdouch, Lucy 03311937 00IGRTE0 Default 1
Armstronge, Gail 08/16/1967 1232913 F2 2
Black, James 01/07/1946 2277755 Default 1
Start
Lewis, Gina 08/29/1967 2587412 Default 1 Queshionnaires not yet active

Most of the time the default list will contain the people you are looking for. However, in the case where a patient
recently changed their appointment date (to one that is different from the due date of the questionnaire) or had to go
to a different facility, you can use the Due Date and Facility filters to adjust the Kiosk to look at a different date or
facility.

When you locate the patient, click the Start button. You will be shown a prompt that will help you confirm you've
selected the correct patient and display a list of all their currently active questionnaires. Note that they will be able to
access and complete all questionnaires in the list. Once you accept the confirmation prompt, your administration session
will end (you will be automatically logged out) and the Kiosk will switch to the patient session.

Patient Questionnaire Session

Once the patient's session has started, the patient can interact with the kiosk to complete their questionnaire(s). This
process looks and works the same way as when the patient accesses questionnaires in the Patient Portal. However,
when using the Kiosk, patients cannot access anything other than their questionnaires.

When the patient finishes their final questionnaire, they will be asked to click a button that will end their session and
return the kiosk to the administration login page. At that point, you can interact with the Kiosk again, log in, and choose
the next patient.
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Section 2: Equicare Administrator Training

Lesson 1: Administration of Clinical User Accounts

When logged in as an Equicare Administrator, there are several ways to configure and add to your Equicare system. An
Equicare Administrator account will be created to allow a staff member of the clinic /hospital to manage users.

\

Important information about User Accounts
- A care provider must have an email address on file to access EQUICARE.
! - Password requirements are system wide settings. Speak to an Equicare Administrator if
you are having difficulty.
- After three unsuccessful login attempts, the user will be prohibited from logging in until
\ the account has been reset. j

Manage Users

Once the Equicare Administrator has logged in, the EQUICARE Amin tab will be available on the navigation bar. Go to
EQUICARE Admin > Manage Users to list all the users in the system or to add a new user.

Filters are available across the top of the page to narrow the list of users. The filters available are Person Type (Care
Provider or Equicare Administrator), Title (all titles in the system), Facility (will list the facilities that the Equicare

Administrator has access to), and search (for name).

w Manage Users

E Search |

Perzon Type: | Care Prowider i Title: | All = Facility: | Al

[

Add Care Provider | &dd Equicare Administratar

The ‘Add Care Provider’ button will open a window to add information about the Care Provider. The user account user
name and password as well as permissions, patient access and facility access are defined here.

The ‘Add Equicare Administrator’ button will open a window to add a basic level of information and create a user name

and password for an Equicare Administrator.

At the right end of each line, there is a Login indicator, Favorites icon, Edit function and Deactivate function.

Bitz, Brenda Surivorship Nurse tayne Memarial Hospital 367 Fort Street, South Coast, Washington, 98476 L4 Edit Deactivate
(554)858-9000

Login indicator
A green checkmark in the Can Login column indicates that the user has an active Equicare account with a user name and

password. In order to have this, the user permissions, patient access and facility access must be set.
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Favorites

The Favorites is a facility specific list of most often used care providers. This list will appear in many places in the
Equicare software such as when adding members to a patients care team (Care Management) or where the -/ icon is

[ 5]
available for care providers. The star icon will show whether a user is on a Care Team Favorites list ( “{ ) or not (column
is blank).

The Equicare Administrator can add or remove users from the Favorites list through the Manage Facilities>Care Team
Favorites screen.

Edit

Clicking on the Edit will lead to the information page for the user. An inactive user will have the Inactive checkbox
selected. An inactive user is no longer available to be used within Equicare.

+ Edit User Bitz, Brenda

Save Cancel
Inactive
Profile Llser Account

Demographics

First Mame:™ |Brenda

Last Mame™ | Btz

Suffix:

Title: | Survivorship Nurse v

The information about the user is on 2 tabs:

1) Profile: the demographics, care provider photo, and contact information are shown on this tab. Additionally, any
external systems that the user is connected to (for Secure Messaging) are indicated here. Other indicators are
also available for:

i. Automatically include in the patients care team (when added to a referral)
ii. “Out of Network” (for referrals)
iii. Internal Communication (email and phone)
For Secure Messaging, select the desired Inbox among the options available in the dropdown box. Available
options are (and may not always be available) :
i “None” : Select this option for a Care Provider who do not want to exchange Secure
Messages with any patient.
- This option is always available.
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ii. "Equicare" : Select this option for a Care Provider who wants to exchange Secure Messages
with patients, and wants to use the Secure Message mailbox located in ECS.
- This option is always available.
- This option is the only possible option for Care Providers working with a Non-ARIA
system.
iii. "ARIA RO" : Select this option for a Care Provider who wants to exchange Secure Messages
with patients, and wants to use the Secure Message mailbox located in an ARIA system.
- This option is only available when ECS is connected to at least one ARIA system.
- The user is able to select one ARIA system to use as their primary ARIA mailbox.
- When this option is selected, Care Providers shall ensure that the corresponding
option is also selected in the corresponding ARIA system. Failing to do so may result
in inconsistencies in Secure Messages reception and delivery.

2) User Account: The user name and password are set up here (if the user account is enabled). Enabling a user
account allows the user to login to Equicare. The scope of user rights are set here using three concepts:
i Permissions: The permissions available for users are:

e Read Only- provides the user with access to view only.

e Limited Read and Write- allows the user to review patients’ records with some ability, in certain
areas, to modify the record.

e Read and Write-allows a user to make and save changes to the patient record throughout the
system.

Additional Permissions are available for:
e Equicare Administrator- provides the user access to the EQUICARE Admin menu
e Equicare Analytics- provide the user access to the Analytics menu

ii. Patient Access: Access to patients is limited, by default, to those care providers who are a member
of the patients care team. Those users are able to find patients through the patient search and My
Patients worklist. The “All patients in selected facilities” option provides further access to all the
patients in the user’s facilities. Additionally, a user can be assigned to any workgroups created in the
system. A user is able to search and find a patient if they share a common workgroup.

iii. Facilities: Defines where the user works. The selected facilities will determine which:
a. Care provider portal the user can login to
b. Patients that the user has access to (each patient has a home facility)

Deactivate

Clicking on the Deactivate action in the user grid will:
e Inactivate the user account (check the Inactive checkbox)
e C(Clear the ‘Automatically include in Patient’s Care Team (when added to a Referral).
e (lear the password
o Clear the permissions and facilities
This ensures that the user cannot log into the Equicare system.
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Clicking the Activate option for an inactive user will open the Profile tab. The Equicare Administrator needs to verify the

user profile and account settings. The Equicare Administrator should deselect the “Inactive” checkbox and select the
“Account Enabled” checkbox to activate the user.

To see deactivated users, check the ‘Show Inactive?’ checkbox at the top right corner of the Manage Users grid.

Account Locked Out

When a user enters their user name and password incorrectly after 3 attempts, they will be locked out of their account
for 10 minutes.

Care Provider Portal

i Thiz account has been locked out after too many unsuccessful login sttempts. Please wait 10 minutes before trying to

login again. If you have fargotten vour passward, pleaze try the Pazsword Reminder option before contacting an
Administratar.

You must be authorized to login to SSRO. Change

i User Hame:

ESuzie.CaIIahan

! Password:

An Administrative user is able to unlock the users account by editing the user account in the Manage Users area.

w Edit User Callahan, 5uzie

Sane Cancel

[T Inactive

. Prafile User Account

W account Enabled

Account Information

User Mame?* Syzie Callahan W account Locked Qut

Passward.*

Confirm Py * :

Permission:™ Patient Access

" Read il ¥ Defined by Care Team

™ Limited Read & Wrike [T all patierts in selected Facilities
To do this:

1. Click the Edit link at the right end of the row for the locked out user.
2. Inthe User Account tab, the ‘Account Locked Out’ checkbox will be checked. To unlock the account, the
Administrative user should uncheck the box and save the change.
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External IDs

The External IDs tab allows you to manage an EQUICARE user's unique identifiers to make sure they are correctly
associated with the same user in an external system.

Profile \:._ User Account l External IDs "
ARIA CCS stkh_Id
ARIA MO stkh_lId
ARIA RC stkh_Id
Warning: External System ldentifiers should be set with caution. Impreper use may lead to user mismatch and malfunction of the system software.

Note that incorrectly adding or changing a user's External ID can prevent the user information from synchronizing
between EQUICARE and the external system, so should be done with extreme caution.

Workgroups

Workgroups can be created in Equicare to help segregate patients and care providers. These must be created by an

Equicare Service technician.
Common configuration methods for Workgroups are:

e Providing patient access to cancer registry staff: Cancer registry staff may want access to treatment information
accumulated in Equicare. However, these professionals will not be members of the patients care team. Placing
both the cancer registry users and patients in a ‘Cancer Registry’ workgroup would allow the cancer registry staff

to access these patients.

e Grouping patients by clinical trial membership: setting up distinct workgroups for clinical trials allows further
segregation of patients. Care providers assigned to a clinical trial workgroup would be able to find patients in
that clinical trial without being a member of their care team.

Note: in order for the care team member to find the patient in the search function, the member must be assigned to the
patient’s workgroup or be a member of his care team. In order for the patient to show up on the members My Alerts
and My Patients worklist, the member must be part of the patient’s care team.

Manage Facilities

Our enterprise deployment model allows organizations to manage multiple facilities independently, while retaining the
benefits of operating a single system across the enterprise. A number of settings can be configured independently for
each facility, using the “Manage Facilities” screen.

Once the Equicare Administrator has logged in, the EQUICARE Amin tab will be available on the navigation bar. Go to
EQUICARE Admin > Manage Facilities. In this screen, each facility is listed in the left panel. Selecting one of the existing
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facilities displays the information about the facility in the right panel. Information about the facility shown in the right
panel is set in the Name, Address, URL’s area of the Facility settings which are in the bottom section of the right panel.

~ Manage Faciites

g . N
Faci g Mayne Memorial Hospital
; i 2 - 367 Fort Street

[ ervne Memorial Hospital South Coast Whashington | South Coast, Washington 98476

United Stat
| Satspring Radiation Oncology Palm Forest \deho P;'O:a (;5:; asa - 0000
| Saturna Cancer Certer South Coast ‘Wiashington Ernail:

Patienk Portal URL: httpef/ECSFaciibyThree:8083
Copy Facility i Deactivate Care Provider URL: http:f/ECSFadility Three: 6061

Facility Settings

Facility Information
Mame, Address, URLs
Logos and Theme

Web Content

Frequently Asked Questions
Downloadable Forms
Caonkact Us

Useful Links

Legal Statements

Terms of Use

Brivacy Statement

Sign-up Leqal Statement
Secure Message Screen Header

Care Plan Letters
Patient Care Plan Letter
Provider Care Plan Letter

Favorites
Care Team Favorites v

An Equicare system will be installed with a default facility. The default settings can then be modified to create the
customer facility.

To create a new facility in Equicare, select an existing facility and click the Copy Facility button. A new facility is created
and all settings are copied except “Name” & “Favorites”.

To remove a facility from Equicare, click the Deactivate button. There are 2 pre-requisites that must be met before a
facility can be deactivated:

e All care providers must be deactivated or reassigned to other facilities. This must be done manually in the
Manage Users screen.

e Patients assigned to the facility must be inactivated or reassigned to another facility. Features are included in
Equicare to assist an administrator in doing this for all patients.

Names, Address, url

Several parameters for the facility are set in this screen.
Facility names that will be used throughout Equicare are listed here:

e Name: formal name for the institution. Shown in the Manage Facilities screen and on the login page of the
patient portal.

e Short name: informal name for the institution. Shown in reports, facility dropdowns and the ‘all facilities’ landing
page (for multifacility installations).

e Portal name: name given to the patient and care provider portals. Shown at the bottom of every care provider
and patient screen.

The name and portal name are available for use as tokens in patient and care provider letters as well as patient
notifications (for appointments, follow-ups, secure messages and questionnaires).
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Time Zone

The time zone selected for the facility impacts the display of time throughout Equicare for both the care providers and
patients assigned to the facility. When a care provider creates an appointment or schedules a follow-up, the time is
represented in the time zone of the facility they are logged in to. When the time zone of an appointment is different
from the time zone of the user’s facility (defined by the facility they logged into) a time zone descriptor, such as PT, is
appended.

Facility Address

The address information entered here is the main address for the facility. This information is available for use as tokens
in patient and care provider letters as well as patient notifications.

Portal URL’s

The portal url list establishes the url’s that can be assigned to the care provider or patient portals. Once the portal url’s
have been added, they are available to be assigned as the Care Provider url or the Patient Portal url. Note: The same url
can be assigned to the Care Provider portal and the Patient portal. However, this arrangement may not allow access to
users as the security set-up of the network servers may deny access.

Logos and Theme

Theme

In this section, the color theme for the Equicare environment can be set. Five standard color themes are available within
the Equicare product. To change the color theme, select a theme from the dropdown. Selecting a color theme will
update the thumbnail representation to show the user the colors theme. An Apply button is available to apply the color
theme to the system.

+ Update Theme and Logos for Saturna Cancer Center

wWebsite Theme

Select: | Office Upload:

The change to the theme will take place on the care provider portal immediately after logout. For the change to be seen
on the patient portal, an IS reset must be completed.

Note: The option to use a custom theme appears on this page, but it will no longer affect the Patient Portal. Custom
themes have been discontinued as of the 4.7 release.
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Logos

There are three logo’s that will be used within Equicare. To prepare the logo for proper display within Equicare, size and
resolution are indicated below. The logos are:
e Website logo: this logo is used at the top of the care provider and patient portal.
o 16.51cm x 2.24cm, 6.5in x 0.88in, 96DPI
e Print Header logo: this logo is used for printed pages of the care plan such as the invitation and welcome letters.
o 16.51cm x 2.24cm, 6.5in x 0.88in, 300DPI
e Cover Page logo: this logo is used for front page of the care plan.
o 16.51cm x 10.16cm, 6.5in x 4in, 300DPI

In order to add a logo, select the logo (step 1, below) and upload it (step 2) to the ECS system. Once uploaded, select the
logo from the dropdown (step 3). An Apply button will appear and allow the user to apply the logo to the Equicare

environment (step 4).

Website Logo

Select: Mayne MEB_Header_Resi| ¥ || Apply
3 4 1 2
2 Mawuna

Notification Settings

Upload: | select | i

In the Notification Settings page, set the default nofitication intervals and create rules for when to notify patients about
their appointments. How notifications are sent for each patient (email and/or text message) can be configured on
the Patient User Account page.
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Appointment Notifications

Specity B reminder inlenal 10 notify patients of thelr Upooming BpEintm

Default reminding Interval:  Tha sams day s tha appointrmant

For amy appointment type that  Slars With

For ary appointmant type that  Stars With

For amy appointment type that  Equals - eatment

For amy appointmaent type that  Equals w

O Add

Sand notifications for:

alby Corngitad

Appointment notifications will inform the patient about scheduled appointments.

Matify patients

Matify patients

Nolity patients

Malify patients
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x
v %

1. Select the default interval at which Appointment Notifications should be sent to patients. To disable
Appointment Notifications by default for this facility, choose Never, which means that no appointment

notifications will be sent, unless specified in a rule (see below).

2. (Optional) To add a rule that defines when notifications should be sent for a specific Appointment Type,

click Add.

1. Choose how the Appointment Type will be matched to this rule: Contains, Starts With, or Equals.

2. Enter the Appointment Type to use for this rule. You can either type text manually or select from the list
of Appointment Types available in the system.

3. Select the interval at which notifications should be sent for appointments that match this rule.

These rules operate in addition to the default interval, even when the default is set to Never. This means that by
using notification rules, you can not only send notifications at varying intervals (e.g. 1 week before the
appointment for some, 3 weeks before for others), you can also decide to only send notifications for specific

types of appointments. You can add as many rules as needed.

3. Select the appointment status for which notifications should be sent:

1. Appointments with any status: Notifications will be sent for appointments of any status.
2. Appointments with the status: Select the appointment statuses for which notifications should be sent.

4. Click Save.
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FAQ’s appear under the Resource menu item. The FAQ’s are visible to care providers and patients. An administrator can
add, delete, and rearrange the FAQ items which provide information to patients.

In order to add a new FAQ question and answer, click Add New Item (step 1, below). A new blank item will appear in the
list (step 2). Enter the content for the question (step 3) and the answer (step 4). To add more items, start again by
clicking the Add New Item button.

+ Manage FAQs for Mayne Memorial Hospital

. i . . . | Question: 10
1 What kind of medical information can | find on the patient portal? |
B 7 U|| B 2 | €Y~ L | ab
2 When can | see the results of my medical tests on the patiert portal? _ x B ! 0 o ! J
-[Mew Question 10]--- 3
3 Whyare some of my medical tests not available on the patient portal?
4 Can | havee my family vigw my heath information on the petiert portal?
> &3 HTHL

5 Can | send a mezsage to my doctor using the patiert portal?

G What are questionnaires used for? |
4 | Answer: 10

B/ U|EE X®m@|D-Cr ¥

7 Who decides which education information | see onthe patient portal?

g If I think =ome of the information on the patient portal is not correct, what should | do?

@ @ @ @ @@ @ @@

If 1 veamit to find more information that might be related to my disease, is there a way
to do that?

A S I S S S A S S
LR PR R R

10 —[Hew Question 10]— 2

-

> £ HTML

l Add New Itern 1

|
Save &l 3 Cancel

Iltems can be edited by clicking on the item. The question and answer will appear in their respective boxes. Make
changes as necessary.

FAQ items can be rearranged in the list using the up and down arrow icons. FAQ items can be deleted using the delete
icon.

+ Fanage FAQs for Mayne Memorial Hospital
1 What kind of medical information can | find on the patient portal? ” &£
| 2 When can | zee the resultz of my medical tests on the patient portal’?
| 3 Wy are some of my medical tests not availakble on the patient portal? 4 i .

Click the ‘Save All’ button when all items have been entered. This will save all the items that have been added, edited,
deleted or rearranged.

Download Forms

Download Forms appear under the Resource menu item. The Download Forms are visible to care providers and patients.
An administrator can add, delete, and rearrange the Download Form items.
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In order to add a new Download Form, click Add New Item (step 1, below). A new blank item will appear in the list (step
2). Select the file to be uploaded (step 3). Enter the title that will be displayed for the item. A tooltip to provide more
information about the form can also be added. This will be displayed when a user hovers over the form. Once complete,
click the ‘Save’ button (step 4) to save the item. To add more items, start again by clicking the ‘Add New Item’ button.

+ IManage Downloadable Items for Mayne Memorial Hospital

) o " Titles* | Mewr Downloadable Item
CMZ Authorization to discloze PHI POF Document !

* .
- _ ) Tonttip: |
CWS Authorization to discloze PHI- SPANISH FOF Document i@ |
CMS Patient Recuest for Medical Payment FOF Documert @ & !
CMS Patient Reguest for Medical Payment-SPANISH POF Document @ B File: Type: i
Messw Dovenioaciable tem 2 @& wiew Order: | 75
URL: |
o] Mlew File:
]
| Belect |

File Mame:
File Size:

Last Updated:

Save i Cancel

4

A Bew Ttem I 1

Items can be edited by clicking on the item. The information associated with the form (including the file name) will
appear in their respective boxes. Make changes as necessary.

Download Forms items can be rearranged in the list using the up and down arrow icons, and can be deleted using the
delete button which is available for a saved item.

Contact Us Header and Info

Contact information can be put into the Contact Us area of the portal. This information is available from the Contact Us
menu item. The Contact Us is visible to care providers and patients.

Use the Contact Us Header option to enter the text that will appear at the top of the Contact Us page.
Use the Contact Us Info option to enable/disable the Contact Us page and enter contact information.

In order to add an item to Contact Us, click the 'Add New' button (step 1, below). A new blank item will appear in the list
(step 2). Select the file to be uploaded (step 3). Add the contact information as appropriate. Once complete, click the
'Save' button (step 4) to save the item. To add more items, start again by clicking the 'Add New' button.
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Contacts

230 Baker Avenue

Palm Forest, ldaho 95696
United States

Phone: (455)483-9585
Faw: (4851453-9500
SEROEgmaill com

Main Reception

Unit 1 Phone: (485)483-9432
Unit 2 Phone: (482)483-9433
Unit 5 Phone: (455)4583-9434

Brachytherapy area  Phone: (453)455-9433

Meww Caontact 2

Contact Mame: “\Iew Contact =

Address 10|

Address 2 |

City: |
State: ||

Courtry: -

g |

@ @ & a
[

Phaone:

BB o8 5 6

Fax:

Email:

Save | Cancel
|

Iltems can be edited by clicking on the item. The information associated with the contact will appear in their respective
boxes. Make changes as necessary. Click the 'Save' button to save changes. Contact items can be rearranged in the list
using the up and down arrow icons, and can be deleted using the delete button which is available for a saved item.

Useful Links

Useful Links appear under the Resource menu item. The Useful Links are visible to care providers and patients. An

administrator can add and delete Useful Link items. Links must be inserted using proper HTML hyperlink formatting.

Useful Links

This template is the content that appears on the Useful Links page. It should include full HTIML links.

Language:

Test Language

B /7 U = i &

‘ Editor Text

ter Accreditation standards

<

) Mote: It may take up te 30 minutes for changes to take effect in the Patient Portal
Preview Cancel

Click the Save button to save changes.
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Terms of Use

The Terms of Use link is available at the bottom of every screen of the patient and care provider portal. The Terms of
Use screen is displayed to any user when the Terms of Use link is clicked.

The Terms of Use screen is also displayed to care providers the first time they sign in to the care provider portal and
patients/authorized representatives when they complete the sign-up process for the patient portal.

Each user must agree to the Terms of Use before using the portal.
To create the Terms of Use, enter the text in the box in this screen and click the 'Save' button to save.

If copying the text from a word document, it is recommended to paste the text into wordpad first to remove word tags
that may affect the formatting of the text.

Privacy Statement

The Privacy Statement link is available at the bottom of every screen of the patient and care provider portal. The Privacy
Statement screen is displayed to any user when the Privacy Statement link is clicked.

To create the Privacy statement, enter the text in the box in this screen and click the 'Save' button to save.

If copying the text from a word document, it is recommended to paste the text into wordpad first to remove word tags
that may affect the formatting of the text.

Sign-up Legal

The Sign-up Legal statement is presented to care providers and patients when creating accounts for authorized
representatives. These accounts can be created by a care provider on behalf of the patient or by a patient themselves.
Authorized Representatives are able to access all the patient information available on the portal. They are also able to
act on behalf of the patient using the portal account to send secure messages, complete questionnaires or any of the
other activities available on the portal.

The Sign-Up Legal statement is designed to provide a statement which outlines the obligations and conditions that occur
when granting access to personal health information. The care provider or patient must agree to the Sign-Up Legal
statement before they can create an Authorized Representative account.

To create the Sign-up Legal statement, enter the text in the box and click the Save button to save.

If copying the text from a word document, it is recommended to paste the text into wordpad first to remove word tags
that may affect the formatting of the text.

Secure Message Screen Header

The Secure Message screen header is designed to provide a statement to patients which outlines information about
sending a secure message. This may be information about the appropriateness of sending a secure message or the
expectations for a reply to the message.

The Secure Message screen header is displayed at the top of every secure message sent by a patient.
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To create the Secure Message Screen header, enter the text in the box in this screen and click the 'Save' button to save.

If copying the text from a word document, it is recommended to paste the text into wordpad first to remove word tags
that may affect the formatting of the text.

Patent Care Plan Letter

The Patient Care Plan letter provides the opportunity for the care provider to provide some information to the patient
about the care plan. This letter is available as part of the patient care plan. It can be accessed under the Patient menu, in
the Care Plan Printing area. It is labeled as "Welcome Letter" in that area.

The Patient Care Plan letter can be populated with specific pieces of information using tokens. For example, using the
token for the patient's care coordinator in the letter will result in the name of the specific care coordinator being added
to the letter. This allows a personalized letter to be created for each patient.

Patient Welcome Letter
This template is used o create the body of a Patient care provider letter.

Language:

English (U.S.) v

Insert Token v Editor Text

B / U = =
Dear #Patient. Demographics FirstMame## ##Patient. Demographics. LastMames,

We believe that continued care after cancer treatment provides the greatest opportunity for patients and their
families to adjust to the "new normal” that a cancer diagnesis requires. To address this care, we have established a nurse
practitioner run Survivorship Clinic which, in collaboration with each patient’s healthcare team members, will address the
unigue issues of cancer survivors.

Primary aims of this clinic are to provide you with the appropriate information and education regarding your cancer
treatment and the management of any symptoms from your diagnesis or treatment. Most impertantly, you will receive the
appropriate monitoring and self-care education to maintain your health, monitor for disease recurrence and ensure the
highest quality of life possible.

You are receiving a care plan that takes into account what we know about your health and cancer care io
date.&#160; Content may be added or removed from this document as your condition changes and as time passes. We want

S S T S-S S S 1T ST SPURURE I S TP T I . i e &

) Mote: It may take up to 30 minutes for changes to take effect in the Patient Portal
Preview Cancel

To create a Patient Care Plan letter, type the text into the box available in this screen. Add tokens as needed. To add a
token, use the cursor to indicate the location for the token then select the token from the Insert Token menu. To see a
preview of what a personalized letter will look like, click the Preview button.

To save the letter for use within the system, click the Save button.
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Provider Care Plan Letter

The Provider Care Plan letter provides the opportunity for an Equicare care provider to provide some information to
another care provider about the care plan. This letter is available as part of the provider care plan. It can be accessed
under the Patient menu, in the Care Plan Printing area. It is labeled as "Provider Letter" in that area.

The Provider Care Plan letter can be populated with specific pieces of information using tokens. For example, using the
token for the patients care coordinator in the letter will result in the name of the specific care coordinator being added
to the letter. This allows a personalized letter to be created for each care provider.

Care Provider Welcome Letter
This template is used to create the body of a care plan's care provider letter.

Language:

English (U.S.) v

Insert Token v Editor Text

B / U := =

RE ##Patient Demographics. LastName##, #Patient Demographics FirstName##
#HPatientldentifierLabel##: ##PatientMRN##
DOEB: #FHPatientDOBE

Dear # ToProviderSufii ##ToProviderFirstName#s ##ToProviderLastName##

The patient #Patient Demographics LastName#s# ##Patient Demographics FirstName## was seen at ##Facility Name##.
The purpose of survivorship services is to further educate patients on the necessity of close follow up care with their cancer
care team, creation of a treatment summary and education on side and late effects from their cancer or treatments.
Additionally, health maintenance, diet and activity are discussed along with resources available following active treatment.

Your patient was given a packet of information, called a survivorship care plan, designed specifically for them. Enclosed
you will find a copy of the follow up schedule and the treatment summary for your records

. Mote: It may take up to 30 minutes for changes to take effect in the Patient Portal
Preview Cancel

Additionally, the Provider Care Plan can be edited at the time of creation (in the Care Plan Printing area). This allows
additional flexibility in personalizing the letter to the care provider.

To create a Provider Care Plan letter, type the text into the box available in this screen. Add tokens as needed. To add a
token, use the cursor to indicate the location for the token then select the token from the Insert Token menu.

To see a preview of what a personalized letter will look like, click the Preview button. To save the letter for use within

the system, click the Save button.
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Care Team Favorites

The Care Team Favorites can be selected by a care provider who is adding a care team for a patient. This is done as part
of the Patient Activation Wizard (PAW) or in the Care Management screen (under the Patient menu).

Care providers listed in the Care Team Favorites are available when the user clicks the Add Members button. One or
many care providers from the Care Team Favorites can be added to the patients care team.

To create a Care Team Favorites list for a facility, search for a care provider by title or name. Care providers that meet
the search criteria are displayed. Note that:

e All care providers in the system can be found through this search. This enables care team members from outside
of the facility or who are not affiliated with the facility to be added to the Care Team Favorites.

e |f acare provider is not found through the search, they may already be included in the Care Team Favorites for
that facility. The message ‘No Care Providers found’ is shown if a care team member is already part of the Care
Team Favorites.

w Care Team Favorites for Mayne Memorial Hospital

Cartwright, Elizsbeth Medical s ||| [ it | Al =] Search I
Oncologist | it

Conners, Stevwart hedical X |
Oncologist

Eaz=zon, Stacey Social Worker X |

Grizham, James Counszelor X |

Gujardo, Armando Physical * |

Once a care provider has been found, add them to the care team favorites using the green arrow. The care provider
moves from the right column to the left column.

To delete a care provider from the Care Team Favorites, click the red ‘X’ to the right of the care provider.

w Care Team Favorites for Mayne Memorial Hospital

i I
Cartwright, Elizaheth Medical 3 Title: | Oncology Murse ] Search
Cncologist
Conners, Stewart Medical b4
Oncologist (}3 Janes, Wilkna oncology Murse SattSpring Radistion
Eas=zon, Stacey Social Warker b4 Cncalooy
Grisham, James Counselar % <= § Lincon, James oncology Murse SaltSpring Radiation
Oncoloogy
Gujardo, Armando Physical X

Once all the care providers have been added to the Care Team Favorites, click the ‘Save’ button to save changes.

Manage Institutions

This administrative area allows the Equicare Administrator to add institutions to the Equicare system. These institutions
can be used as referral sources or can be used to populate information for Care Providers.

Note that Institutions are not the same as Facilities. Institutions are more similar to care providers. Facilities are entities
within Equicare that control logos and templates.
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Manage User Synchronization

The Manage User Synchronization page allows the users with the appropriate permission to view and act on a listing of
Care Providers who have been added or deactivated in an external system.

Through a daily check, Equicare ensures its Care Providers directory automatically remains in synch with all Care
Providers directories in External Systems it is connected to. During this daily process, all changes detected in any
External System's Care Providers directory (such as addition of new Care Providers, changes in existing Care Providers
records, etc ...) are automatically propagated into the Equicare Care Providers directory.

In some cases, the detected changes require a decision or a confirmation before being applied to the Equicare Care
Providers directory. From this page, you are able to:

e Define your notification recipients
e Resolve conflicts on pending items

Settings

In the event of conflicts or uncertainties during the daily automatic synchronization process, the application can send
emails to notify the appropriate individuals that some Care Provider records require attention.

The Settings tab allows you to specify the email addresses of all recipients to be informed of pending items.

1. Select "Manage User Synchronization" from the ‘EQUICARE Admin’ menu.
Select the "Settings" tab.

3. Enter the email addresses of the individuals who wish to be notified. Use commas to separate multiple email
addresses.

4. Select “Save” to complete.

Manage User Synchronization

Pending Items ] Settings

Manages list of email recipients to notify when pending care providers or deacfivations are found.

Send To: | janesmith@mainhospital.com, joeblack@mainhospital.com

Seperate muliiple emailz with commas

Save

Example of a notification email sent by the application:
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Subject:  Care Provider sync report - 5/15/2014 3:45 PM

Body : The following care providers, found in an external system, need your attention in Equicare.

External System: ARIA RO

Potential match for "Bonnie Fisher"
Potential match for "Hope Perez"

If multiple items are found pending on a given daily check, only one email will be sent to each recipient, including a list
of all the pending records. Also, the system will not send any reminder about potential pending records not being taken

care of.

Pending Items

In the event of conflicts or uncertainties during the daily automatic synchronization process, the application will
automatically place the items in a pending list, so that the users with the appropriate permission can resolve the
conflicts.

The ‘Pending Items’ tab allows you to:

e Resolve deactivations
e Resolve conflicts in between records

Manage User Synchronization

Pending Items Settings .

This is a listing of Care Providers who have been added or deactivated in an external system. To match the Care Provider to an existing Equicare user or add the Care Provider as a new user in Equicare, select "Resalve”.
To deactivate the Care Provider in Equicare, select "Deactivate” or select "Ignore” fo ignore the nofification and leave the user in Equicare

Charles, Barbara Ms ARIA MO 572014 Deaclivate lgnore
Perez, Hope Dr. 457759 ARIA RO 572014 Resolve
Upton, Donald Dr. ARIA MO 572014 Resolve

Resolving Deactivations - When a Care Provider is deactivated in an External System, a user needs to decide whether
this Care Provider should also be deactivated in the Equicare system or not.

1. Select "Manage User Synchronization" from the Equicare Admin menu.

2. Select the "Pending Items" tab.

3. Select the desired action beside the appropriate record :
a. Select "Deactivate" to deactivate this Care Provider in the Equicare Care Provider directory
b. Select "Ignore" to keep this Care Provider active in the Equicare Care Provider directory

Resolving Conflicts - When a new Care Provider is created in an External System, the application will look for the same
Care Provider in the Equicare Care Provider directory.

If the same person is found, the records are matched and the Equicare Care Provider directory is automatically updated
with the new data found in the External System.
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If this person does not exist, a new record is automatically created for this Care Provider in the Equicare Care Provider

directory.

In the event of possible but uncertain identity match in between the two systems, a user needs to resolve the case.

1. Select "Manage User Synchronization" from the Equicare Admin menu.
2. Select the "Pending Items" tab.

3. Select "Resolve" beside the appropriate record. The resolution screen will display.

a. If none of the suggested existing records in Equicare match the identity of the newly created Care

Provider in the External System, select "Create this person as a new care provider in Equicare".

Manage User Synchronization
Save | Cancel

Care Provider Found In ARIA MO

Upton, Donald - Dr.

! H I System: ARLA MO

Existing Care Providers In Equicare

Upton, Donald MD - Urclogist
urologydocs@localhost com
6543 Huron Line

Smithers, Virginia 54687
Phone: (555)333-3333

Fax: 555-T77-T777

Save | Cancel

big care provider from the ARIA MO system does not exactly maich any of the existing Equicare records.

eate this person as a new care provider in Equicare

(! Match this record with one of the existing Equicare care providers below

Upton, Donald - Physical Therapist
Stay Well Rehab Services

#301 445 West 6th avenue

South Coast, \irginia 90443

Phone: {443)440.2233

Fax: 443 440 2305

b. If one of the suggested existing records in EQUICARE match the identity of the newly created Care

Provider in the External System :

Select "Match this record with one of the existing Equicare care providers below"
Select "Match with this existing Equicare care provider" inside the desired Care Provider
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Manage User Synchronization

Save Cancel

Care Provider Found In ARIA RO

Perez, Hope - Dr. This care provider from the ARIA RO system does not exactly maich any of the existing Equicare records.
NPl 457759 y ate th di E
System ARLA RO eate this person as a new care provider in Equicare

atch this record with one of the existing Equicare care providers below

Existing Care Providers In Equicare

Perez, Hope - Dr. Perez, Horton - Dr.
System: ARIA RO @ atch with this existing Equicare care provider
D Match with this existing Equicare care provider

Perez, Hope - Administrative Support
System: ARIA MO

|:| Match with this existing Equicare care provider

Save ‘ Cancel

c. Select “Save” to complete.

Import Users and Institutions

This administrative area allows the Equicare Administrator to import a list of users and institutions to the system. This
could be used to import a list of care providers or PCP’s to the Equicare system. The import file must be in CSV format.
See Appendix B. Photo’s for care team members can also be imported here.
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Lesson 2: Other Equicare Administrator Tasks

In the Equicare Admin tab, there are some other options available for the Administrator to manage the configurable
items in the Equicare system.

Manage Languages

On the EQUICARE Admin > Manage Languages page, the languages available on the Patient Portal can be selected along
with the font size and type used in printed materials.

Code Language Display Name Font Name Font Size

en-Us English (U.S.) English (U.S.) Arial - 12 + ‘E Off Default Language
es-MX Spanish Espafiol Arial - 12 + Off Set as Default
en-AU English (Aus.) English (Aus.) Arial - 12 + Off Set as Default
en-CA English (Canada) English (Canada) Arial - 12 + Off Set as Default
en-GB English (G.B.) English (G.B.) Arial - 12 + Off Set as Default
fr-CA French (Canada) Francais (Canada) Arial - 12 + Off Set as Default
zh-CN Chinese (Simplified) Lk SimHei - 16 + Off Set as Default
pt-ER Portuguese (Brazil) Portugués (Brasil) Arial - 12 + Off Set as Default
fo-FO Test Language Test Language Arial - 12 + Off Set as Default

m C : nce'

For each language in the system, the below is displayed:

e Code: The language code specified in ISO 639-1, provided for reference only.

e Language: The internal name of the language, displayed in the language of the Care Provider Portal.

o Display Name: The name of the language, displayed in that language. This is seen on the Patient Portal in the
language selection menu.

e Font Name: The name of the font used when generating printed materials in this language. The font can be
changed, but the name must exactly match a font installed on the system server.

e Font Size: The size of the font used when generating printed materials.

e On/Off toggle: If set to On, the language is available to all users of the Patient Portal.

o Default Language: In the unlikely event that there is an issue retreiving text in a specified language, the default
language will be used instead.

Important: If a language is enabled, it is available to all users of the Patient Portal. If a user selects that language, all
localized content will be provided to the user in that language. Before making a language available to patients, be sure
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that any required customizations are made to the text for that language by using the template editor on the Manage

Templates page.

Manage Templates

On the EQUICARE Admin > Manage Templates page, you can modify the text of templates in each enabled language. If
a template is facility-specific, it can also be edited in each language for each facility.

The system comes with preloaded with text for every template, and you have the option of editing it and creating a
customized version. Customizing the text creates a copy, so you can always revert to the default text if you need to.

Care Provider Welcome Letter Care Provider Welcome Letter

This template is used to create the body of a care plan's care provider letter. This template is used to create the body of a care plan's care provider letter.

Language: Facility Language: Facility
English (U.5.) v Development v Portuguese (Brazil) v Development v
Insert Token ¥ ‘ HTML Text Insert Token ¥ ‘ HTML Text
B / U = = B /I U = =
- Prezado ##ToProviderSuffi## ##ToProviderFirstiName## ## ToProviderLastNames## -

Dear ##ToProviderSufiiai# ## ToProviderFirstName## ##ToProviderLastName##

O paciente ##Patient Demographics LastMName##, ##Patient. Demographics. FirstName## foi visto
em #EFacility Name##. A finalidade dos servicos de sobrevivéncia & a de continuar a educar os
pacientes sobre a necessidade de acompanhamento com a sua equipe de assisténcia ao cdncer, a
criacio de um resumo de tratamento e orientacdo acerca de efeitos colaterais e tardios do céncer
ou tratamentos. Além disso, 2 manutencdo da salde, dieta e atividade s3o discutidos juntamente
com 05 recursos disponiveis, na sequéncia do tratamento afivo.

The patient ##Fatient Demographics LastName##, ##Pafient Demographics FirstName## was seen
at ##Facility. Name##. The purpose of survivorship services is to further educate patients on the
necessity of close follow up care with their cancer care team, creation of a treatment summary and
education on side and late effects from their cancer or freatments. Additionally, health maintenance.
diet and activity are discussed along with resources available following active treatment

Your patient was given a packet of information, called a survivorship care plan, designed specifically

for them. Enclosed, you will find a copy of the follow up schedule and the treatment summary for Seu paciente recebeu um pacote de informagdes, chamado de plano de cuidados de sobrevivéncia

projetado especificamente para ele. em anexo, vocé enconirard uma copia do cronograma de

your records.
acompanhamento e do resumo de tratamento para seus registros

It was my pleasure to assist this patient in developing a plan for healthy living post cancer and

would be happy to answer any questions you may have Foi um prazer gjudar este paciente a desenvolver um plano de vida saudavel apos o cancer e ficarg

- feliz em responder quaisquer dividas que possam surgir -

i Mote: It may take up to 30 minutes for changes to take effect in the Paftient Portal . Mote: It may take up to 30 minutes for changes to take effect in the Patient Portal
Save Preview Preview

Using the editor is straightforward: Select the template, select the language (and possibly the facility), edit, and then

save. Below is a description of the other features.

e Alanguage dropdown is always available to select the language of the template you'd like to edit.

o |f a template is facility-specific, a dropdown is available to select the facility for which you wish to edit the
template.

e If a template supports HTML, the editor will provide a toggle to edit the template in either an Editor (which
renders HTML formatting) or plain text. Otherwise, only plain text is available.

e |[f tokens are supported for the template, a dropdown is available to select a token, which will be inserted in the
text where the cursor is located. Only the tokens supported by the template are available in the list.

e When viewing a customized template, you can revert to the default text by clicking the "Reset to Default" link

below the editor.
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EQUICARE Administrators can manage the Education Library by going to the EQUICARE Admin menu and clicking

Manage Education.

Folders

Folders allow you to group articles together to best meet your specific needs, such as gathering the most commonly
assigned articles in one place, organizing your custom local content, or collecting a series of articles for a specific stage
of treatment. On the Manage Education page, the Folders tab provides options to manage library folders.

Manage Education

Folders Library

Al

Breast early stage (32)
Breast late sage (55)

Ednt Delete
Introduction Short Term Side Effects
Basics: Breast Cancer Flushing

Introduction to Saturna Cancer Center

Diagnosis and Work-up

Biopsy. Core Needle Expsy

Biopsy. Fine Needle Aspration

Imaging. Ulrasound

Tumor Markers Breast Cancer

Tumor Markers Patent Guide 10 Tumor Markers

Surgery
Lumpectomy

Drug Therapy
Basics: Biologic Therapy

Radiation Therapy
Basics: Radiation Therapy
Radiation Therapy Breast Cancer

Radiation Therapy: Pictorial overview of the of the RT
Cancer Treatment Process

Drug Fact Sheets
ANastrooke (Armmedex®
Exemestane (Aromasn®)
Letrozole (Femara®)
Tamoxfen (Noladex®)

Myaigias and Arthraigias (Muscle and joint aches)
Skn Reactions from Radiation

Long Term Side Effects
Pulmonary Fibross (Scar tssue in the ung)
Seroma (Ligquid filed cavity

Support Resources

Care Planning: Copay Assistance

Coping: Coping with Changes 1o your Body
Coping: Coping with Yout Emotions
Employment. Job Protection and the ADA
Nutrition: Nutrition during Cancer Treatment
Useful Webstes: Breast Cancer

Survivorship

Coping: Coping with Fear of Recurrence

Coping. Dealing with 3 Recurrence or Second Cancer
Coping: Life After Cancer

Prevention: Bone health afler cancer

Prevention. Mammograms After Cancer Treatment is
Finished

Each folder must be associated with one Disease Site. When viewing the Folders tab, existing folders will be listed on the

left. Clicking a folder will show any articles already associated with it.

This document is considered “Uncontrolled Document” when printed.

Page 90 of 156



,*.eq uicare MAN2003 APP Training Workbook

HEALTH

Editing Folders
To edit folder, click Edit.

Edit | Delete
&)

You can change the folder name, change the sort order, and change the disease site the folder is associated with.

Important: Active Patient Portal customers can only have one folder per Disease Site.

To associate articles with the folder, select the category that contains the desired articles and place a check next to the
articles to add. You can add articles from multiple categories and even from different disease sites. When finished, click
Save.

Library Articles

Click the Library tab to view a list of all the articles in the Education Library, sorted alphabetically by title. In addition to
the title, the list also shows the article Description, Disease Site, Category, Source, Version, and Status.

Manage Education

| Folders Library

Disease Site: | A|| ~ | Category: | 4|l ~ | Source:| Al - Search

‘ i | hulla ‘ Show Inactive
Biopsy for Breast Cancer Breast Diagnosis and Work-up Oncelink 1 Active  Preview Edit
Biopsy for Prostate Cancer Prostate Diagnosis and Work-up Oncelink 1 Active  Preview Edit
Capecitabine (Xeloda) Breast, Prostate Drug Fact Sheets Oncelink 1 Active  Preview Edit
g;‘jsgicn:m and Work-up: The 4]l Disease Sites Diagnosis and Work-up Oncolink 1 Active Preview Edit
Dizziness Prostate Short Term Side Effects Oncelink 1 Active  Preview Edit
Drug Fact Sheets: The Basics All Disease Sites Drug Fact Sheets Oncelink 1 Active  Preview Edit
Dirug Therapy: The Basics All Disease Sites Drug Therapy Oncelink 1 Active  Preview Edit
Employment - Disability Options Prostate Health Emergency Oncelink 1 Active  Preview Edit
Intreduction: The Basics All Disease Sites Intreduction Oncelink 2 Active  Preview Edit

Tip: By default, the list only shows active articles. To also view inactive articles, place a check in the box
next to Show Inactive.

The article list can be filtered by using the three pull-down filters at the top: Disease Site, Category, and Source. You can
also search for articles by entering search words or expressions (separated by a comma) in to the search field.

To view the contents of an article, click its Preview link. The article will open as a PDF in a separate tab or window
(depending on the browser settings).

Adding an Article to the Library
To add a new article to the library from a PDF file:
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1. Click Add button.

Manage Education

Dizease Site: | 4| -

.ﬂ.ddr\ﬂ.ﬂ] | Import

2. Inthe Title field, enter the title of the article as you'd like it to appear in the library.
Education Article

To add an article to the education library, enter the information below and select a .pdf file.

Save ‘ Cancel

Inactive:

T'rtle:'|

Description: |
Disease Site® Edit All Disease Sites

Category:™ | Diagnosis and Work-up v

Keywords:

Source: Customer
Version: 1

PDF Content® | Select |

3. Inthe Description field, you have the option of entering a short description of the article. Note that there is a
limit of 2000 characters.

4. By default, the article is associated with all disease sites. To select specific disease sites, click the Edit link, place
a check next to the desired site(s), and click OK.

5. Use the Category pull-down list to select a category for this article.

To add the PDF file, click the Select button, locate and select the file, and click Open.

7. Click Save.

o

Editing Article Attributes
Only articles that have been added by an EQUICARE Administrator can be edited. Articles that have a Source of OncolLink

cannot be edited, but they can be deactivated. To edit article attributes, click the Edit link.

Active Preview Edit
Active Preview Edﬂ'
Active Preview Edw
Active Preview Edit
Active Preview Edit

Article Attributes define how an article is identified in EQUICARE, including how it is organized within the Education
Library. Each article has the following attributes:

e Status (Active / Inactive) e Description

e Title e Disease Site
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e Category e Version (Read Only)
e Keywords e Created date (Read Only)
e Source (Read Only) e Last update date (Read Only)

Education Article

To modify an article in the education library, edit the information below.

Save ‘ Cancel

Inactive:

Tit|93'| Radiation Therapy: Pictorial overview of the of

Description: |

Disease Site:* Edit Al Disease Sites

Category:* | Radiation Therapy -
[l
Keywords: | body molds for radiation, CT simulation,
immobilization devices, linac, linear
accelerator, mask, radiation consultation,

Source: Oncelink
Version: 0
Create Date: 12/23/2014

Last Update Date: 12/23/2014

Current poF:; PRadiation Therapy: Picterial everview of the of the RT Cancer Treatment Process. pdf

Uplead New PDF: | Select |

Attributes that are not Read Only can be changed. To change the PDF file for this Article, click the Select button and
select a different file. To view the contents of the current PDF, click its filename.

These Read Only attributes cannot be edited:
e The Source information identifies where the article originated, such as Oncolink or a local PDF.
e The Version will automatically increment if an updated edition of an article is added.
e The Created date indicates when the article was originally added to EQUICARE.
e The Last update date indicates the last time the article or article attributes were updated.

When finished making changes, click Save.
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Importing a Library
An EQUICARE Administrator can import a set of articles using the Import feature. The Import feature requires a specially
prepared import package, which would typically be provided by an Equicare Health representative.

To import a set of articles from an import package:
1. Onthe Library tab, click Import.

| Folders Library

Dizease Site: | 4] -

Add Import ij

2. Click Select. Locate and select the import package ZIP file, then click Open.
3. Click Preview.

Import Education Articles

Cancel PreviewAbJ

EducationArticles.zip Select

4. The import process provides information about what is being imported into the system. This can include articles
which are new to the system, articles that are being updated, or articles that cannot be imported into the
system for some reason. You can use the Import Action filter to display articles with a specific import action
type. Review the import information for the status of individual articles.

Import Education Articles

‘ Cancel Complete Import | Download Report | Import Action: | 4 -

Short Term Side

Abdominal Pain Leukemia Short T EHI 0 Active  New
androgen deprivation
- 2 ytigas) therapy, ADT, prostate Gynecological roiye  ErTor- This article is associated with a Gategory not in the
Abiraterone acetats (Zytiga®) therapy, 80T, pros Synecolo DrugFactShest  Oncolink 0 actie SO
resistant, anti-androgen
Taol, taxans
antimicotubule agent,
Abraxane®, Pacitaxel, Protein advanced breast cancer,  Breast, Gynecological, et
Bound advanced non small cel Lung, Skin Drug Fact Sheet Oncolink 0 Active New
lung cancer, advanced
pancreatic cancer
Bladder, Colorectal,
Gynecological, Kidney )
Adhesions (Scar tissue) Uver, Pancreas Long remm Side EHI 0 Active  New
Prostate, Stomach
Testicular
. : meneclonal antibedy, Ade-
Ao lrastuzumab emiansine trastuzumab emiansine, Breast, Gynecological  Drug Fact Sheet Oncolink 0 Active  New
vl Kadcyla, HERZ positive
Colorectal, Kidney.
Adrenal Gland Failurs Leukemia, Liver, Long Term Side EHI 0 Active  Mew

Pancreas, Stomach Effects
Testicular

The following potential issues are possible:

e Adisease site is associated with an article and that disease site does not exist in the system.
e An article is associated with a category which does not exist in the system.

e An article is an older version than the one that already exists in the system.

e An article is associated with an Equicare product which does not match the system.

5. Place a check in the box next to each article to import. An article with an error that prevents that article from
being imported cannot be selected. If you would like to save a report of the import summary and any error
messages, click Download Report.

6. Click Complete Import to add the selected articles to the Education Library.
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Manage Questionnaires

The Manage Questionnaires area allows an Equicare Administrator to create a questionnaire template for use in the
Equicare system as well as import or export an existing template.

The Questionnaire Templates screen shows all the questionnaires that are in the Equicare system. The questionnaire
status may be:

e Draft- Questionnaires that are not yet active in the Equicare system. This is the only area where draft
guestionnaires are shown. A care provider cannot assign a draft questionnaire to a patient.

e Active- Questionnaires that have been finalized and are available to a care provider to assign to a patient.

e Inactive- Questionnaires that have been finalized at some point but have been removed from active use as they
are either out of date or no longer valid. A care provider cannot assign an inactive questionnaire to a patient.

The table of Questionnaire Templates can be filtered by the status (Drafts, Active, Inactive) or the disease site (‘All'
displays all questionnaires in the system, 'All Disease Sites' displays all questionnaires that are available to every disease

site in the system).

In this screen, a user is able to:
e Add a questionnaire by clicking on the 'Add' button.
e Import an existing questionnaire template by clicking on the 'Import' button.
e Export a questionnaire template for use in another questionnaire template, click on the 'Export' button
e Copy a questionnaire to make changes to a template by selecting the Copy link in the Actions column. This
creates a draft copy of the questionnaire which can be edited.
e Deactivate a questionnaire template by selecting the Deactivate link in the Actions column.

Add Questionnaire

Settings tab: the user can create the main settings for the Questionnaire, which include title, internal description,
patient description, disease site and patient instructions.

e Title MUST be unique in the Equicare system. This title is presented to the patient.

e Internal Description is used to identify the questionnaire with information that will not be shown to the
patient. This may be a technical name for the Questionnaire or a version number.

e Patient Description provides an explanation to the patient as to the purpose of the questionnaire and
questions asked.
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e Disease Site categorizes which disease site(s) the questionnaire is associated with. This association will
be used when a care provider is assigning a questionnaire to a patient. The care provider will be shown a
list of questionnaires associated with the patients Primary Disease site (which is set for each patient in
Care Management).

e Patient Instructions provide detailed instructions to the patient about how to complete the
questionnaire.

The 'Actions on Completion' section will determine what actions the system will take when the questionnaire is
completed by the patient. The system is able to send an alert to the clinician as well as send a message to the patient.
Both actions take place upon completion of the questionnaire by the patient.

The default settings are available for questionnaires without any scoring. Completed questionnaires will trigger the
default Clinician Alert and Patient. If scoring and score ranges are defined, they will be displayed here as well.

Actions on Completion

Event 4 Clinician Alert \ fPatient Mes=zage

Default Thank you for taking the time to complete the guestiennaire. it iz an important tool
for menitoring your health.

Total score

0to 2 (no streas) Mo Alert

3 to § (some stress) Routine

7T to 10 (high stress) High “our results indicate that you are having some troeubles. We recommend that you

_J Lu:all our office at (555) 405 3545 and set- up an appointment.

Clinicians can receive one alert per completed questionnaire. It will be the default alert unless score ranges are defined.
If score ranges are defined, they will be used to determine clinician alerts. For patients, the default patient message as
well as any patient message associated with a score range will be sent when a questionnaire is completed.

Questionnaire tab: the user can create the structure that will make up the questionnaire. This includes section headings,
questions and answers.

Gﬁ‘ Section
% Yes/Mo | :GE'F Single-Answer | :-%- Multi-Answer | ,-%- Text

'-"ii' Mumber | '-"'ii' Slider i -%- Matrix | Ggi' Date

To create a section heading, choose the 'Section' button.
To create a question and answer set, choose one of the question types:

e Yes/No: a question which can be answered only 'yes' or 'no'. This question type allows each answer to have a
score value. Each answer can also have a text box as part of the answer.

e Single Answer: a question which can be answered with only a single answer. Answers can be presented as radio
buttons or in a dropdown. This question type allows each answer to have a score value. Each answer can also
have a text box as part of the answer.

e Multi-answer: a question which can be answered with more than one answer. This question type allows each
answer to have a text box as part of the answer.
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e Text: a question which is answered with text

e Number: a question with a lower and upper numeric boundary

e Slider: a question with a lower and upper numeric boundary presented on a visual scale. The lower and upper

boundaries of the scale can be labeled.

e Matrix: allows the creation of more than one question with the same answer selections. This question type

allows each answer to have a score value.

e Date: a question for which the answer is a date.

When creating the question, a 'required' option is available. The patient must enter an answer for a required question.

They cannot complete the questionnaire without answering all required questions.

3. B U

Wy stress iz caused by:

@ Radio Button © Drop Down
B U

iy husband/wife

B U

Iy kids

Wy job

B U

Other

+Add

Required

“
I Include Textbox | ¢
| Include Textbox ||
| Include Textbox | x

Include Textbox [l

In some question types, a score field is available. The value placed in the score field will be used in a scoring algorithm.

As well, some question types allow the user to add a textbox to the answer to allow the patient to add comments.

To delete an answer from a question, click the 'x' at the end of the row. To add another answer, click the '+ Add' at the

bottom of the answer section.
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3. pon Required

Wy stress is caused by:

@ Radio Button © Drop Down

" e 12 O Include Textbox § x
My husband/wife

R 2 ~ |2 O Include Textbox | x
Ky kids

o 1|2 Oinclude Textbox}
My job

B U o - ¥include Textbox § x

Other

Questions and associated answers can be modified or deleted. To modify a question, click the "Edit" button. To delete a

guestion and the associated answers, click the delete button. Note: questions which are included in a scoring algorithm
cannot be deleted. The scoring algorithm must be modified or deleted first in order to delete the question.

This questionnaire asks the recipient to give a single number on a 0 - 10 scale to reflect the level
of distress they are feeling. This is based on the idea of the Distress Thermometer.

l_ / Edit [JK Delete l P Up |® Down |

COwerall Distress

I.fd Edit. | & Delete l{}' Up | % Down iI

1. Please click the number that best describes how much distress you have been experiencing in
the past week including today *

To change the order of section headings and questions, use the 'Up' and 'Down’ buttons on the right side of the item.

Scoring tab: a score algorithm and score ranges can be set up for the questionnaire. The algorithm and range
information will be available for the care provider reviewing the questionnaire.

The 'Description’ field is used to give the score algorithm a useful name.
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To set-up an algorithm, click the 'Edit Algorithm' button. A window opens which allows the user to select the function
and the questions that should be included in the function. Functions can be:

e SUM: adds the score each question included in the algorithm to produce a sum.
e AVE: averages the score of all questions included in the algorithm.
e Single Question: presents the score given on a single question.

Questions must be marked as 'required' in order to be included in a scoring algorithm. Questions that are not required
will be displayed but cannot be selected (the checkbox is disabled).

A score algorithm can reference other score ranges. For example, an algorithm for total score could sum score algorithm
S1, score algorithm S2, and score algorithm S3 to return a score value.

Once the scoring algorithm is established, ranges based on the score can be set-up. A score range involves choosing the
range and stating the evaluative description that corresponds to a questionnaire scored within that range. For example,
for an NCCN Distress Thermometer, a score range of 0 to 2 could have an evaluative description of "no stress". A score
range of 7 — 10 could have an evaluative description of "high stress". The evaluative description is designed to inform
the clinician who is alerted when the questionnaire is completed or reviews the questionnaire results.

H Save ;x Cancel

81.  Description; Total score

Edit Algorithm

Algorithm: ¢ o1 02 03

Score Ranges {g

no stress

some stress

Ak A r AP

high stress

Once score ranges are added, they will be displayed on the Settings tab in the 'Actions upon Completion' area. Clinician
Alerts and Patient Messages can now be set-up based on the score range.

Note that once a score range is established, the default clinician alert is unavailable. An alert, if desired, must be set-up
on the score range.

Patients will receive the default patient message as well as any patient message associated with a score range.

Finalizing a questionnaire

A questionnaire remains in draft format until it is finalized. To finalize a questionnaire, click the 'Finalize' button.

Questions and answers can be modified or deleted until the questionnaire is finalized. Questions and answers cannot be
changed for a finalized questionnaire.
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Once a questionnaire is finalized, it becomes active in the Equicare system and can be assigned to patients.

Importing a questionnaire

To import a questionnaire into the Equicare system, click on the 'Import' button. Select the template to import by click
the 'Select' button. A browse screen opens. Navigate to the location of the questionnaire(s) to be imported. Click 'Open'.

The file location will now be shown in the Import File area. Click the 'Upload' button. The questionnaire templates will
be validated. If a questionnaire is not valid for some reason, a relevant message will be displayed.

Actve || ™ Questionnaire terpiate tte is not
ctive 1) unique

| American Urological Association Prostate Symptom Score *Duplicate | AUAIPSS Prostate

Activ 2| ™ Questionnaire template ttle is not
octve i unique.

[AU Prostate Symptom Score *Duplicate | AUA Prostate Symptom Score AllDisease Stes

® Questionnaire template tite is not

[= cantimport ..

® Questionnaire template title is not
Distress Scale Questionnaire *Duplicate | Distress Scale Questionnaire All Disease Sites unique
= Can't import

Distress Causes Questionnaire *Duplicate | Distress Causes Questionnaire All Disease Stes

® Questionnaire template tite is not

iDlstrE:[ Scale Questionnaire - COPY *Duplicate | Distress Scale Questionnaire All Disease Stes unique.

Draft

Impott |

Multiple messages associated with a validation error will be displayed as "Can't Import...." (green area above). Click on
this message to be presented with the error messages.

L
B Error: "Mo score value defined for this answer." found in (Question) Please
click the nurmber that best describes how much distress you have been
experiencing in the past week including today. - (Answer) 10 - Extrerne

Distress,
B Error: "Mo score value defined for this answer." found in (Question) Please

click the nurmber that best describes how much distress you have been
experiencing in the past week including today, - (Answer) 9,

B Frror "Mo score value defined for this answer,” found in (Question) Please
click the number that best describes how much distress you have been
experiencing in the past week including today. - (Answer) 8.

Some validation error messages can be addressed in the Import screen. For example, if the title is a duplicate, it can be
changed in the Import screen.

Some other fields can be changed when importing the questionnaire. The Internal Description, Disease Site and Status of
the questionnaire can be changed. Note that a questionnaire with Draft status cannot be made active in the import
workflow. A draft questionnaire can only be imported as a draft.

Questionnaires that are valid can be selected using the checkbox in the Import column. Once the questionnaires for
import are selected, click the 'Import' button to finish the process.

Mosaiq Compatible Questionnaires

It is possible to import a questionnaire that was created in MOSAIQ. When a patient completes a questionnaire in
Equicare that was imported from MOSAIQ, the patient responses can be automatically sent back to MOSAIQ's Patient
Reported Outcomes module. Please contact the EHI Services team if you would like to import a MOSAIQ questionnaire.
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Exporting a questionnaire

Any questionnaire available in the Equicare system can be exported. Select the checkbox for the questionnaire you wish
to export. Click the 'Export' button.

Exporting Questionnaire Templates

Status: | Al [ Dizease Site: | Al [

American Urological Assoeciation Prostate Symptom Score AlA PSS

=&

AlUA Prostate Symptom Score AUA Prostate Symptom Score
| @ Distrezs Causes Questionnaire Dizstrezs Causes Questionnaire
[l Distress Scale Questionnaire Distress Scale Questionnaire

The user is given the option to open the exported file or save it. It is now available to be imported to another Equicare
System. Click the 'Done' button to return.

Deactivating a questionnaire

Deactivating a questionnaire allows the administrative user to deactivate a questionnaire or replace it with a new
questionnaire.

To start, select the Deactivate link in the Actions column of the questionnaire you wish to make inactive.

If the questionnaire to be deactivated is not assigned to any patients, it will be made inactive. It can no longer be
assigned to patients.

If the questionnaire to be deactivated is currently assigned to patients, the administrative user will be presented with
options for how to deal with the assigned questionnaires. The options are:

e Leave outstanding assignments unchanged. Patients will receive notifications to complete the questionnaire and
can complete the questionnaire, even after it has been deactivated.

e Delete outstanding assignments. Patient will not receive a notification to complete the questionnaire and will no
longer have the option to complete the questionnaire.

e Replace with assignments to another questionnaire. Patients will receive notifications to complete a new
guestionnaire which replaces the original questionnaire. The replacement questionnaire must already be
created in order to be used in the replace option of the deactivate workflow.

Manage Questionnaire Assignment Rules

You have the option of setting up rules that will automatically assign questionnaires to patients based on their upcoming
appointments. This feature can be accessed via EQUICARE Admin > Questionnaire Auto-Assignment Rules.
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The main page will display any existing rules. From here you can to turn each rule on or off, and edit each rule.

Questionnaire Auto-Assignment Rules

Create rules ihat will automatically assign questionnaires to patients based on their upcoming appointments. Rules can be limited to
apply only to patients from specific Faciliies or with specific Primary Disease Sites.

Show On Show All

Rule Name Descripfion Questionnaire

Rule 1 Example Description Questionnaire Name 1 .
& Edit

G Edit D Unassign

Rule 2 Example Description Questionnaire Name 2 ﬂ
Add Rule

How Auto-Assignment Rules Work

The best way to understand Auto-Assignment Rules is to create a rule. However, below is some general information you
should know before creating your first rule:

e Each Questionnaire Auto-Assignment Rule runs in the background periodically, assigning one questionnaire to
matching patients based on information associated with their patient record.

e The information that a rule will look for is specified when adding or editing a rule. The rules are focused on a
patient's upcoming appointments, with some other supporting information that can be used to narrow who the
rule will apply to.

e The due date of the questionnaire will be the date of the appointment that matched the rule.

e  When looking for matching appointments, the rule will only look 2 days into the future by default. However, this
can be increased up to 7 days.

e The rules will never assign the same questionnaire multiple times to a patient to be due on the same day.
However, there are options available to expand that to include several days before or after the appointment.

e Ifaruleis disabled, all questionnaires assigned by that rule (that have not yet been completed or declined) will
be automatically unassigned. This does not affect questionnaires that were manually assigned.

e [farule has been edited and the criteria changed, any assigned questionnaires are re-evaluated based on the
updated rule and unassigned if the patient no longer matches the rule. This does not affect questionnaires that
were manually assigned.
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Adding a New Rule

1. Click Add Rule.
2. Provide a name for the rule and a description of the purpose of the rule (optional).

Rule Details

Rule Name

Description

3. Inthe Assign Questionnaire area, select the questionnaire that this rule will assign, as well as the
Questionnaire’s due date relative to the appointment date (the same day, or up to 7 days before or after the
appointment).

Assign Questionnaire

The questionnaire will be due on a specified day relative to the appointment date, and will not be assigned if the same
questionnaire is already due on the same day.

Assign NCCN Distress Screening Tool + to the patient, due  the same day as the appointment .
(J Do not assign if the same questionnaire is due within 2 days before the above due date.

(J Do not assign if the same questionnaire is due within 2 days after the above due date.

By default, this questionnaire will not be assigned if the same questionnaire is already due on the same day. If
you would like to expand the number of days this applies to, select the desired checkboxes below and enter the
number of days before and/or after the selected due date.

4. Inthe Appointments area, enter the appointment type that this rule should look for. The text entered into the
field can be matched against the type of the appointment using one of: Equals, Starts With, or Contains. To have
the rule look for more than one appointment type, click the Add button and enter another type.
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Appointments

Apply this rule to patients with upcoming appointment type(s):

Contains ¥ || Chemotherapy
© Add

That have a status of:

Any status

#® The below status:

Contains v | Open

© Add

Apply this rule to patient appointments scheduled within 2 ¥ | day(s).

If the rule should look for appointments of the specified type that have any status, select the Any status option.
If you'd like to limit it to specific statuses, select The below status and enter the desired status. As for the
appointment type, you can add more than one status.

By default, the rule will look for appointments up to two days into the future. This means that as time moves
ahead, patients will be assigned questionnaires two days before their appointment, due on the day of the
appointment. If desired, use the dropdown increase the number of days to a maximum of seven.

5. Inthe Facilities area, select whether to include patients from Any facility, or choose The below facilities and
place a check next to each facility to include.

6. Inthe Primary Disease Site area, select whether to include patients with Any Primary Site, or choose The below
Primary Sites and place a check next to each Primary Site to include.

7. Click Save.

When a new rules is saved, it is turned off by default. This allows you the opportunity to review the rule before
committing, or to begin the process of creating the rule, saving your progress, and returning to finish later.

When you are satisfied with the rule you have created, change the toggle from Off to On. The change takes effect
immediately.

If you would like to turn a rule off, change the toggle from On to Off. Disabled rules have an additional Unassign button
available. Although all questionnaires assigned by a rule that is disabled will be automatically unassigned (excluding
those that have been submitted or declined), it may take a few minutes for that to happen. If you'd like to make sure the
unassignment process happens immediately, click Unassign.

Editing a Rule
To edit a rule, click its Edit button. Editing a rule has the same steps as the adding a new rule. When a rule is

changed and saved, all questionnaires previously assigned by the rule will be automatically unassigned
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(excluding those that have been submitted or declined) just like when a rule is disabled. However, the updated
rule will be run again shortly and the questionnaire will be assigned again according to the new criteria.

Manage Patient Fields

By using Patient Fields, additional information can be recorded for patients to meet the specific needs of a clinic, and
patients can be organized based on these fields. Up to twenty custom patient fields can be added to EQUICARE by an
administrator. These fields can be created with a set of values, where one value can be selected for a patient at any

given time.

To manage the custom Patient Fields available for use in EQUICARE, go to the EQUICARE Admin menu and click Manage
Patient Fields.

EQUICARE Admin m Contact Us

Manage Users

Manage Facilities

Manage Education

Manage Institutions

Manage User Synchronization
Import Users and Institutions

Manage Questionnaires

The Manage Patient Fields page displays all currently active patient fields. To also display any inactive fields, place a
check next to Show Inactive. An active patient field can be made inactive by clicking the Deactivate link to its right.

Manage Worklists

Manage Patient Fields

Add
Show Inactive
Eye Colour Active Edit Deactivate
Meets CoC Guidelines Active Edit Deactivate
Insurance Active Edit Deactivate
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Adding a Custom Patient Field

You can add up to twenty custom patient fields. Each field can have as many selection values as desired. The selections
will appear as a drop-down list in a patient record, where only one value can be selected at a time. To add a new patient
field:

1. Click Add.
2. Enter a name for the custom patient field in the Field Label area.
Save | Cancel
Inactive: [
Field Label:|

Show Inactive ||

| ] Delete

Add

Save | Cancel

3. Type a desired value in to the blank within the Dropdown Values column.
4. To add another value for this field, click the Add button and enter the new value in the field that appears.

Save | Cancel

Inactive: ||

Field Label:'| Insurance

Show Inactive |
Dropdown Values Default Actions
| Medicaid ] % Dekte
| Medicare ] ‘ii“ & Delete
| Private |+ e & Delete
| Blue Cross Blue Shield @ @ 8 Deet
| Self Pay o @ Delete
Add
Save | Cancel

5. To remove a value from the list, click the Delete link to its right. Note that you can only delete a value that you
have added to the list but have not yet saved. A value that has already been saved will instead have a Deactivate
option.
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6. If desired, select one value to be the default by placing a check in its box. This means that all patients within
EQUICARE will have this value unless it is changed in a patient record. If no default is selected, no value will be
assigned to patients (i.e. the field will be blank) unless it is changed.

7. Click Save.

Editing a Custom Patient Field

To edit an existing Patient Field, click the Edit link on its right.

Save Cancel
Inactive:
Field Label™ | |ncurance
Show Inactive
Medicaid & Deactivate
Medicare ¢ & Deactivate
| Private rd i & Deactivate
|Elue Crass Blue Shield 4 & Deactiv ate
|Self Pay 4 Deactivate
Add
Save Cancel

The following changes can be made:

e The field and value labels can be changed. Changing the text for a value will update all patient records assigned
that value so they use the new text. Changing the field label will update it everywhere it appears.

e The custom patient field can be deactivated by placing a check in the /Inactive box. A deactivated field cannot be
viewed in any records or lists, but the values remain saved. The field can be reactivated again by unchecking the
Inactive box.

e To make an existing value unavailable, click the Deactivate link to its right. The value will not be deleted, but it
will no longer be available as a choice for this field. If you deactivate a value that is already assigned to patient
records, the value will remain assigned to those patients until changed.

e |f you wish to reactivate a value that you previously deactivated, place a check next to the Show Inactive option
to display all deactivated values, then click the Activate option for the value you'd like to reactivate.

e To change the order of the values, click the up and down arrows i “%.

e To add more values, click the Add button.
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The value of a patient field can be set by going to the Patient menu and clicking Care Management. Click the drop-down
list for the field you wish to change and select the desired value.

Care Status: Active  Set to Inactive
Active Date™ 4/5/2016
Facility:* Default

Stage of Care: Pre-Diagnosis

=

|L|| ﬂ | Updated by Equicare

-

L
Primary Site: Breast Ill
Secondary Site: -
L
Secondary Site Mechanism: -
| |
Insurance: | Private |- I«
Memo: MWedicaid
Medicare
Private &2
Blue Cross Blue Shield
Self Pay

Waork Time:

0 IC'}' 10 mins |~

Make any other required changes, then click Save.
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Managing Worklists

Worklists assist clinical users in managing patient care tasks, especially activities tied to Meaningful Use compliance
measures. EQUICARE Active Patient Portal comes with two example worklists, and administrators can edit them for
specific clinical needs, compliance requirements, or accreditation with specific associations.

Users with Administrative rights can manage Worklists by going to the EQUICARE Admin menu and clicking Manage
Worklists. The Manage Worklists page shows all Active worklists. Inactive worklists can also be displayed by clicking the
Show Inactive? checkbox.

e | i | i | i | s | QUGG i | Sqper | oot e [0

Manage Worklists

Add Show Inactive?
Track compliance with the activities needed to be meet Meaningful Use measures: Navigation Services, Psychosocial PR 71 -
MU Compliance Distiess ot Sureivorship Care Pian Active (1) ATRME Edil  Deactivate
— Track compliance with your navigation program goals: Psychesocial distress screening, identifying barriers to care, P 71 -
Navigation providing education and ensuring future appointments are scheduled. Active (1) 472016 Edit  Deaclivale
N P Track compliance with the tasks for activating a patient in the Equicare system: Activate the patient, print a portal invitation P 71 -
New Patient Activation letter, assign basic education and ensure patient notifications are turned on Active (1) 472016 Edit  Deaclivale
Survivorship Track compliance with your survivorship program goals: education provided, follow-up assigned, care plan printed sctive (1] P it Deacivate

questionnaire assigned, future appointments scheduled.

Setting a Worklist Status
Each worklist can be made active or inactive by clicking the Activate or Deactivate (respectively) in the Actions column.
Only Active worklists are available for use by users.

Note that users can make changes to the filters used to refine the patients included in their worklists. Setting an Active
worklist to Inactive will reset any filter refinements that users may have made.

Editing a Worklist

To edit the settings of a worklist, click the Edit link in the Actions column to the right of the worklist. Editing a worklist
involves three types of settings: Basic Settings, Filters, and Columns. When editing an existing worklist, the current
settings of the worklist will be seen.

Note: Modifying the settings of a worklist will reset the personalized refinements that users may have
made on this worklist.
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Edit Worklist
Save | Cancel
. } A ~ ™,
Basic Settings % Filters % Columns
Inactive:
Name:* a1 Compliance
Description: | 1rack compliance with the activities needed to be meet Meaningful Use
measures: Navigation Services, Psychosocial Distress, and Survivorship
Care Plan.
Save Cancel
Basic Settings

The Basic Settings tab has three options:

e Inactive: If this checkbox is selected the worklist is inactive and will be unavailable for use.

e Name: A worklist title is required. If changing the title, we recommend that you keep it short as it will appear in
the Worklist menu.

e Description: Enter a description of this worklist. This can be used to explain the purpose of the worklist. This is
visible when a user goes to the Worklists menu and clicks Manage Worklists.

Filters
Filters are used to define which patients appear in a worklist and to narrow down the list of patients the user will be

working with. For example, a worklist dedicated to monitoring patient activations can be filtered to show only patients
with a specific Diagnosis. When creating or editing a worklist, an Administrator can set the default Filters, which will be
used until a user changes them for their own use.

The Filters tab allows you to add new filters or modify existing filters.
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Edit Worklist

Save | Cancel

( A
Basic Settings ] Filters % Columns

Fitters define which patients to include in the worklist. A patient must meet ALL of the fitter criteria to be included.

Add Filter

Appointment Type
. . Remove
Diagnosis

Date Added to Equicare
Status

Primary Site

Stage of Care

Source System

Email

Date Activated in Equicare Eemove

Past & months ™)

Save Cancel

A filter can be added by clicking the Add Filter button and then clicking the filter type.

Note: The Add Filters drop-down list will only include filters that have not already been added to the

worklist. If the Add Filter button does not provide any options when clicked, there are no additional filters
that can be added to the worklist.

Filters added to the worklist using the above steps can also be removed from the worklist by clicking the Remove link at
the top right of the filter box.

More than one filter or filter value can be used at a time, so it is important to understand how they combine to
determine the patients that appear in the worklist. There are two simple rules to remember:

e When using more than one value within a single filter type (e.g. selecting more than one Diagnosis option), the
filter values will be combined using a logical OR. This means that a patient will be included in the worklist if they
match any of the selected options.

e When using more than one filter type (e.g. selecting a Diagnosis of Prostate and also setting Date Added to Past
4 weeks), the filters will be combined using a logical AND. This means that a patient will be included in the
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worklist only if they match both the Diagnosis filter and the Date Added filter (e.g. patients with a diagnosis of
Prostate that were added to EQUICARE in the last 4 weeks).

There are ten types of filters:

Appointment Type

Filter the worklist based on the appointment information found in the patient record. This filter has two
components: One or more appointment type keywords, and the date range in which the appointments
occurred. Using this filter requires that at least one keyword is specified and an appointment date is selected.

Appointment Type Remove

Starts With * | Office
Add

Appointment Date

Past 3 days - Next 3 days | ¥

Appointment Type Keywords: Enter the desired keyword in the field and use the drop-down list to select one of
the Operators (Equals, Starts With, or Contains). The operator determines how to compare the text in field to
the information in the Appointment. More than one keyword can be included by clicking Add.

Appointment Date: Use the drop-down list to select the appointment date range. Date ranges are calculated
each time the worklist is viewed.

Diagnosis
Filter the worklist based on keywords found in the patient Diagnosis information. Using this filter requires that
at least one keyword is specified.

Diagnosis Remove

Contains * | Prostate

Enter the desired keyword in the field and use the drop-down list to select one of the Operators (Equals, Starts
With, or Contains). The operator determines how to compare the text in field to the information in the
Diagnosis. More than one keyword can be included by clicking Add.

Email

Select one or more Email values from: All, Email address missing, or Email address entered.
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Email Remove

LA
#| Email address mizsing

#| Email address entered

A patient that does not have a Primary email or Notification email is considered to be missing an email address.

Date Added to Equicare
Filter the worklist based on the date that the patient was added to EQUICARE (either manually added or
automatically received from an external system).

Date Added to Equicare Remove

Past 4 wesks ™)

Use the drop-down list to select the date range. Date ranges are calculated each time the worklist is viewed.

Date Activated in Equicare

Filter the worklist based on the date that the patient was activated in EQUICARE. Note that this is not necessarily
the same as when they were added to EQUICARE (a patient can be activated any time after they were added to
EQUICARE).

Date Activated in Equicare Remove

Yesterday =

Use the drop-down list to select the date range. Date ranges are calculated each time the worklist is viewed.

Status

Filter the worklist based on the patient's current status. To use this filter, at least one option must be selected.

Status Remove

N

El Pending
M| active
] inactive

The options include all existing patient statuses in EQUICARE: Pending, Active, and Inactive.
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Filter the worklist based on the patient's primary disease site. Using this filter requires that at least one option is

selected.

Primary Site
HFY
DAnaI
[] Bladder
DEIreast

Options include all existing Primary Sites in EQUICARE.

Stage of Care

Remove

Filter the worklist based on the Stage of Care of the patient. To use this filter, at least one option must be

selected.

Stage of Care

All
Pre-Diagnosis
Diagnosis
Treatment
¥ 5y rvivorship
End-Of-Life-Care
[Mot Sed]

Remove

Options include all existing stages of care in EQUICARE. Note that the global Stage of Care list is configurable by

Administrators.
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Filter the worklist based on the Source System (the data system from which the patient record originated). To

use this filter, at least one option must be selected.

Source System Remaove

[ lan
&1 ar1A RO HLT
[ I Meditech HLT

L] Equicare

Options include the list of all existing source systems that EQUICARE is connected to.

Facility

Filter the worklist based on the Facility for which the patient record is associated. Each patient must be

associated with one and only one facility. To use this filter, at least one option must be selected.

Facility Remove

Ll
CIMMH
[+] Saturna

[]SSRO

Note: This filter is only useful for EQUICARE installations that span more than one Facility.

Options include all existing facilities in EQUICARE.

Medical Note Filter

Create a filter that will include only the patients with a medical note type matching the rules set in the filter: The

text in the note title, the service date range, and whether it is linked to a Chart Note or not.

Medical Note Type Remove

Contains - =
L

dd

Service Date

Today hd

Linked Note Status
O

U Medical note with linked note

U Medical note without linked note
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Custom Patient Field Filter
Create a filter that will include only the patients with a Custom Patient field set to the value(s) specified in the
filter. One filter can be added for each Custom Patient Field in the system.

CoC eligible BRemaove

Al

fes

Mo

Mot Sef]

Email Filter
Create a filter that will include only the patients that have an email address, do not have an email address, or
both.

Email Remove

Al
Email addrezs migsing

Email addrezs enterad

Columns

Information about the patients included in the worklist is displayed in a series of columns. On the Columns tab you can
define which information will appear in worklist columns. Any Patient Attribute or Compliance Measure can be displayed
in a worklist column.

Note: Any Custom Patient Fields that have been created will be displayed as part of the Patient
Attributes list.

To view the list of all possible columns, click the Add Columns button. To add columns to the worklist, place a check in
the box next each desired option and click the Apply link at the bottom right.
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Columns define what patient information to display in the worklist.

C] Computer Access?

[] Date Added to Equicare

Compliance Measures

] Activated

Care plan printed
[J Education assigned
[ Follow-Up assigned
C] Invited to Portal

[[] Last appointment

O Logged in to Portal

C] Medical Oncologist

[] Medical Note

] Medical Note - wio
Linked Note

O Next appointment
] Note draft
C] Note finalized 1

() Note finalized 2

Communication

] Note finalized 3

] Notifications on -
appointment

[C) Notifications on - follow-
up

(] Notifications on -
questionnaire

[[] Notifications on - secure
message

[:] Patient Received Secure
Message

Patient Attributes
[JAge [[] Date of Birth [_] Mabile Phone Primary Site
O ?ﬁglroached for Clinical O Diagnasis (latest) MRN [[J Radiation Oncologist
C] Cancer Stage C] Email C] Nutrition Consult C] Source System
[ cancer Stage (TNM) O Facility Patient Name O Stage of Care
"] Care Coerdinator ] Gender (] Patient Reminder (] status
[] CoC eligible [] Home Phone [Jpcp [] surgeon
] Preferred

C] Work Phone

Problems recorded

Questionnaire assignad

C] Questionnaire next due

] Questionnaire submitted
C] Referrals recorded

[J VDT completed

Apply
Patient Name Patient Name X %
MRN Patient ID X @+ 3
Primary Site | Primary Site X @+« %
Care plan printed |Care Plan Printed X @+ &
Questionnaire assigned Patient Reported Outcomes X @* &
Problems recorded | Problems recorded X @*

Columns are displayed from left to right, based on the order above (top = far left).

The list of currently added columns is displayed below, where the order from top-to-bottom represents the worklist
column order from left-to-right. If this is a new worklist and no columns have yet been added, this area will be empty.

e By default, each column name is set to the Patient Attribute or Compliance Measure name. However, a custom
name can be used instead by entering it in to the corresponding Display Label field. This can be useful if you
would prefer a shorter name or something specific to your local process.

e Columns are displayed in the worklist in the order they are added. However, the order can be changed by
clicking the corresponding arrows (i *¥).

e Columns can be removed from the worklist by clicking on the corresponding red X icon ().
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Important: Make sure that the Patient Name is included in your worklist. Without a patient name, worklists
become difficult to use.

Saving the Worklist
To save the worklist, including all settings defined in the Basic Settings, Filters, and Columns tabs, click Save. Clicking
Cancel will exit the worklist without saving any changes.

Note: Modifying the settings of a worklist will reset the personalized refinements that users made on
this worklist.

Completing Compliance Measures

While Patient Attributes included in a worklist will display the information contained in a patient record, each of the
Compliance Measures added to a worklist require that an event occur in EQUICARE before they will be considered
completed. A completed Compliance Measure will show the date of the most recent event of that type, or show a
checkmark.

Below is a description of what action or event in EQUICARE applies to each Compliance Measure.

e Activated: A patient is activated.

e (Care plan printed: One or more Care Plans have been printed from the Care Plan Printing page that in aggregate
include all of the following pages: Treatment Summary, Follow-up, Care Team. NOTE: This column may cause
performance issues in a worklist with a large number of columns and/or patients. If a worklist containing this
column takes a long time to load, or does not load at all, remove this column from the worklist.

e Education assigned: A patient is assigned at least one education article.

e Invited to Portal: An Invitation Letter to the Patient Portal has been printed for a patient or authorized
representative.

¢ Notifications on - appointment: Appointment notifications have been turned on for the patient.

e Notifications on - questionnaire: Questionnaire notifications have been turned on for the patient.

¢ Notifications on - secure message: Secure message notifications have been turned on for the patient.

e Patient Received Secure Message: A patient has been sent a secure message.

e Questionnaire assigned: One or more questionnaires have been assigned to a patient.

e Questionnaire submitted: The date of the last submitted or declined questionnaire. Hovering over it shows the
guestionnaire type and scoring details.

e Questionnaire Next Due: The date of the next questionnaire that will be due for the patient. Hovering over it
shows the questionnaire type.

¢ Maedical Note: The patient has at least one Medical Note of the type(s) configured for the column.

e Next Appointment: The date and time of the next upcoming appointment, the appointment type, and the
provider.

e Last Appointment: The date and time of the last appointment, the appointment type, and the provider.

e VDT completed: The patient has viewed a CCDA.
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Manage External Systems

Manage External Systems feature is where Equicare is configured to communicate with external systems such as ARIA
and MOSAIQ. This includes the ability to configure Identifier Equivalences (e.g. data labelled 'MRN' in one system is
equivalent to data labelled 'pt_id" in another system). It is available within the EQUICARE Admin menu.

External Systems

To configure Equicare to communicate with an external system, you must know the details of how to connect with that
external system. These details are typically known by the IT Administrator responsible for managing the external system.
Please contact the Equicare Services Team if you need to configure an external system but do not know the
connection information.

To manage the identifiers for an external system that has already been added to Equicare, click the Edit Identifiers
button. Both Patient Identifiers and Provider Identifiers can be specified for the system.

Patient Identifiers

Available identifiers used to match patient records when communicating with external systems.
Identifier Name: Display Name Displayable  Primary Key  Integration Identifier

MRN Medical Record Number 04

pl_id Internal patient identifier v

H Save ¥ Cancel

Provider Identifiers

Available identifiers used to maich providers when communicating with external systems.

Identifier Name Display Name

stih_id stic_Id

Identifier Equivalence

If an identifier in an external system is the equivalent of an identifier in another system, the equivalence can be specified

here by creating an equivalence rule.

1. Click Add Identifier Equivalence.
2. Place a check next to two or more External System ID options that are equivalent.
3. Click Save.

Multiple rules can be created as required.

Important: When creating Identifier Equivalences, it is required that all equivalent identifiers be within the same rule.
For instance, Identifiers A, B, and C should all be in the same rule. DO NOT create two rules, one matching A with B, and

another matching B with C.
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Configure Communications Settings

The Configure Communications Settings page is available to administrators via the EQUICARE Admin menu.

Email Settings

This administrative space allows set-up configuration of e-mail messages which are used for appointment reminders.
The system can be configured to use either SMTP or Exchange Online.

SMS Settings

This administrative space allows set-up configuration of cellular phone SMS. SMS text messages are sent via the 3™ party
service Twilio. Twilio account information can be obtained from the EHI Services Team, and must be entered here.

Patient Notifications

The Patient Notifications tab allows the administrative user to set-up notification messages that go to patients. Once
enabled, emails and/or SMS messages can be sent to patients and providers who wish to receive them. Patients can
receive notifications about follow-ups, appointments, secure messages and/or questionnaires.

e Follow-up Notifications: Allows you to enable sending follow-up notifications.

e Appointment Notifications: allows you to enable sending appointment notifications and edit the content of
the message.

e Secure Message Notifications: Alows you to enable sending secure messages for patient and/or providers.

e Questionnaire Notifications: Allows you to enable sending questionnaire notifications.

e Patient Notifications Worklist: Enables a worklist where users can send a notification to multiple patients at
once, based on their upcoming appointments.

Note: Enabling a specific notification type does not start sending notifications to patients. This enables the option to
be available to the patient, but the patient still needs to explicitly make the choice to turn the notification on for

themselves. This is done in the Patient's User Account screen.

Provider Notifications

The Provider Notifications tab allows the administrative user to set-up notification messages that go to providers. Once
enabled, emails can be sent to providers who wish to receive them when they receive a new secure message. By default,
this feature is disabled in the system.

When provider notifications are enabled in the system, each Care Provider can be configured to receive notifications or
not. By default this feature is disabled for all user accounts. An Equicare Administrator can turn on notifications for a
user by editing their account via the Manage Users page.

To enable Provider Notifications for a User:
1. Go to the EQUICARE Admin menu and select Manage Users.
Click the Edit link for the desired Care Provider user.
Select the User Account tab.
In the Notifications section, place a check in the box next to Secure Messages (Email).
Click Save.

vk wN
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Note: Prior to enabling notifications for patients or providers, we strongly recommend that the templates associated with the
notifications are reviewed and updated as required. See the Manage Templates section of this guide for more information.
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Configure Emergency Access

The Equicare system can be configured so that a user who does not normally have access to certain patient information
can grant themselves access in an emergency. When Emergency Access is invoked by a user, they will have access to all
patients within the facilities where they work.

This feature is enabled with a checkbox in the configuration screen. Check the box to activate the feature and other
associated options. Note: this is a system wide setting and not configurable by facility.

Emergency Access Settings

[¥] Enable Emergency Access Mode

[¥] Send Email Notification

Legal Text. | I acknowledge that elevated access is required for patient safety and care

and I am subject to additional menitering of my activities.

Email Notification
send To® | jim.brown @SRMC.com, phil.moore@SRMC.com

Seperate multiple emailz with commas

Subject” iEquicarE— Emergency Mode has been declared

Main Body:* Insert Token
B U= BB 90
wCarsProviderDisplayMams## has declared emergency mode on 3H0atelimetowss# for the following reason: #FEmergencvReasnns

Once enabled, the Administrative user can set-up email notifications so that a security or privacy user is notified if the
emergency access feature is invoked. Multiple users can be notified if necessary.

The email message that is sent to the user can be configured with tokens so that it can include information that may be
important to the security/privacy user. This would be information such as the name of the care provider who invoked
emergency access and the time it was invoked.

The increased level of access granted to the user through emergency access will end when the care provider ends the
session in which they invoked emergency access. A care provider could then invoke emergency access again if
subsequently needed.

Configure Look-up Values

This administrative space allows the administrator to configure many areas of the Equicare system.

The fields available for modification and where they are located within Equicare are listed here:

Entity in EQUICARE Admin>Manage Lookup Value Location of field(s) in Equicare
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Allergies

Treatment Summary

Appointments

Appointments

Care Provider

Manage Users

Chemotherapy Treatment Summary
Diagnosis Treatment Summary
Encounter Chart

Events during treatment

Treatment Summary

General (includes Delay of Service, Ethnicity, Out of
Network and Race)

Various locations

Genetics

Treatment Summary

Gynecologic History

Treatment Summary

Hormone Therapy

Treatment Summary

Initial Clinical Finding

Treatment Summary

Patient

Registration, Care Management

Radiation Therapy

Treatment Summary

Relevant Family History

Treatment Summary

Social History

Treatment Summary

Surgery

Treatment Summary

Transplant History

Treatment Summary

Tumor Marker

Treatment Summary

To edit one of these fields, highlight the entity. The values associated with the field will be displayed, if any exist.

v

Entity - Field Events During Treatment (Event Type)

+- Allergies I Add ] 1 Import ] ‘ Export J [T show Inactive

+| Care Provider Adverse Reaction Adverse Reaction Edit Up Down
+|* Chemotherapy Medical Emergency Medical Emergency Edit Up Down

+~ Clinical Trials

+/ Comorbidities

I+

I Diagnosis

Events During Treatment

4~ General

‘ Event Type
+" Genetic Test ——

I+

I Gynecologic History

- 4

Hormone Therapy
+|" Other Therapy
4~ Patient

+/ Personal

[+

I Radiation Therapy

+~ Recent Orders

+|" Relevant Family History
+~ Social History

+

Surgery

+| Transplant History

&

Clicking the add button allows you to create a new entry. Click the save button to add it to the list.
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Events During Treatment (Event Type)

Display Name: |
Internal:

LI Inactive

Save H Cancel H Save and Add Another

There is an edit option with each entry which will allow you to modify the name or make an entry inactive if needed.

The Import and Export functions allow you to deal with lists of items. A list of items can be imported as a csv file (create
with Excel) or exported as a csv file.

Configure Treatment Summary

An EQUICARE Administrator has the option to enable the display of a message in a patient's treatment summary when
no treatment has been recorded for Surgery, Chemotherapy, Hormone Therapy, and Radiation Therapy. The settings are
accessible by going to the EQUICARE Admin menu and clicking Configure Treatment Summary.

Configure Treatment Summary

Treatment Category Display Message Where No  Message to display
Treatment Present?

Surgery

ves ® o Mo treatment recorded
Chemotherapy ves ® No Mo treatment recorded
Hormone Therapy ves ® No Mo treatment recorded
Radiation Therapy ves ® No Mo treatment recorded

Save Cancel

Setting an option to Yes allows the message to be edited. Click Save to save any changes.

If an option is enabled and no treatment has been recorded for a patient, the category and message will appear in the
patient's Treatment Summary.
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Treatment Summary for Sullivan, Gilbert

| Add Treatment Bulk Publish Print Show Archived
Diagnosis
Malignant neoplasm of prostate Diagnosis Date: 12/30/2011 (81Y); T: pT2; N: NO; M: M0 =] Unpublish Archive
Surgery
Lymph Mode Dissection Date: 6/5/2012 Publish Archive
Prostatectomy Date: 8/5/2012 Publish Archive
Chematherapy

No treatment recorded

Hormone Therapy
Lupren Depot atjﬂ Date: 2/3/2012; Upton, Donald M.D.; ABC Morth Clinic OF; Comment: 30 mg implant Publish Archive
!

Radiation Therapy

Prostate IMRT Start Date: 7/6/2012; End Date: 9/1/2012; Delivered Dose: 45.00 Gy, Delivered Fractions: Publish Archive
25, X

Other Medical Conditions

High Blood Pressure Onset Date: 7/29/1990; Comment: Managed with anti-hypertensives since fall 1986 Publish Archive

Configure Multi-Factor Authentication

An Equicare Administrator user can navigate to EQUICARE Admin > Configure Multi-Factor Authentication and toggle
the Multi-Factor Authentication ON or OFF. Note that this does not enable or disable the feature for the system. When
toggled ON/OFF this sets the default MFA setting for new users (during the Add User workflow) and re-applies the
setting for all existing user accounts in the system. If needed, each individual user account can be configured separately.

Note that changing this setting will overwrite the MFA setting for any user accounts that were individually configured.
However, if a user account had MFA enabled and the user had completed MFA Setup, disabling MFA for the user will not
erase the setup information. If the user account later has MFA enabled again, the preexisting setup information will still
be in effect.

Configure Non-Business Days

The holidays and operating dates of the clinic can be managed in this screen. The days of the week that the clinic is open
can be indicated in the “Weekly Recurring’ and holidays off work can be set.

Weekly Recurring
[ maonaay [T Twesday [T weanesasy [ Trursaay (7] Fridsy [¥] seturday 7] sunaay

Holidays

Establishing these days will result in reports being more accurate as well as working with the Delay of Service intervals.
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Configure MU CCDA

Equicare can be used to support features of Meaningful Use. In order to allow patient access to Consolidated Clinical
Document Architecture (CCDA), the Equicare system must be configured. The settings available are:

e None: There will be no ability for the patient to request/receive CCDAs. Selecting None implies that Equicare is
not being used to certify for Meaningful Use for these measures.

e Stage 1 and 2 - 2015 Edition: Refers to Meaningful Use Stage 1 and 2 following the 2015 Edition. When the
Equicare system is configured for this, CCDAs can be retrieved by the patient from an identified External System.
The patient has access to them through the Health Information Summary area and the Recent Office Visits area.
Patients are able to view, download and transmit CCDAs.

Configure the External Systems

In order to retrieve/receive CCDA’s, the external system must be identified and recognizable to the Equicare system.
External systems are set up by an Equicare Service technician.

Once the external system is set up in Equicare, it can be added in the External Systems area of the Configure MU
CCDA screen. In the External Systems area, click the ‘Add’ button. A new window opens.

Add Destination

Trigger Event: CCDA Requested

External Sysfem:” ARIA CC5 s
Method ARIA CCDA Service w7
Iz Active? d

Patient Identifier MName:*

Web Service URL:*

I Required
User ID:* | Required
Password:® |
Institution 10: |

Iz MO Document:

lgnore S5L Emors rl

Save Test Cancel

Select the external system to be used as the source of the CCDA . Enter the required information for the web service
(Web Service url, User ID, Password).

The connection can be tested using the ‘Test’ button. Otherwise click the ‘Save’ button to add the external system.
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Configure the CCDA Transmission For Non-ARIA OIS

In order for an Equicare system connected to a non-ARIA OIS to transmit a patient's CCDA, the system must be
configured to access the Direct network which provides secure transmission of Personal Health Information. Note
that this step is not required to receive CCDA’s from a non-ARIA system. It is only necessary to allow the patient to
transmit a CCDA to another care provider.

Each facility can have its own outbound Direct address or a group of facilities can share a single outbound Direct
address. All transmissions will show the Direct address as the sender so a single outbound Direct address may not be
desirable for a group of facilities. Direct addresses are created by the Equicare Service Technician.

Once a Direct address is created, it must be added to the settings for the non-ARIA OIS. This is done in the ‘Transmit
CCDA’ section. Click on the 'Edit' link for a given facility. A new window opens.

Edit Direct Address settings for non-ARIA systems

Facility: Default
Is Active?:

WebSemvice URL: hitps:/fdirect datamotioncorp. comf/cmyvdicmvd_asm ?wsdl

Outpound Direct Address*

equicare@direct.datamotioncorp.com

Pazsword:® |sessssss

Save Test Cancel

Enter the required information for the selected facility.

Note that the "WebService URL" field is auto-populated and is required to allow the configuration of the selected
facility. The "WebService URL" is set up by an Equicare Service Technician. If it is not set, a warning message is shown.

The connection can be tested using the ‘Test’ button. Click the ‘Save’ button to save the configuration for the
selected facility.

Configure Secure Messaging

Equicare can be used to support features of Meaningful Use. In order to allow enable Secure Messaging between the
Equicare system and an external system, enable the Secure Message feature. Enabling the feature makes the My
Messages icon and menu item available to the patient.

Configure the External Source

In order for the patient to send a secure message, the external system must be identified and recognizable to the
Equicare system. External Systems are set up by an Equicare Service technician in the ‘External Systems and
Identifiers’ area.
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A system identifier name can be set up for display to the patient. This is shown when more than one external system
is available for a CCDA request. An example would be when a Radiation Oncology and Medical Oncology system are
available for CCDA requests.

Once the external system is established, it can be used to support Secure Messaging. In the External Systems area,
click the Add button. A new window opens.

Add Destination

Trigger Event: Secure Message Sent

External System:* ARIA CC i
Method

Iz Active? b

Web Service URL:*

| Required
User ID:* Required
Password:™
Institution ID:

Care Provider Identifier Hame:*

Patient ldentifier Mame:*

lgnore S5L Emors 7

Save Test Cancel

Select the External System to be used for Secure Messaging. Enter the required information for the web service (Web
Service url, User ID, Password).

System identifier names for the patient and the clinician should NOT be set-up for this external system. These
identifiers are for future use. They currently do not display to the care provider or patient.

The connection can be tested using the ‘Test’ button. Otherwise click the ‘Save’ button to add the external system.

Configuring Single Sign-On

The single sign on feature enables patients to access the Equicare patient portal directly from within an EPIC
enterprise portal. Configuring single sign-on requires that steps be taken in both Equicare and in EPIC. Contact an
Equicare Service technician for assistance.

Configure Patient Portal

The Configure Patient Portal page allows administrators to control the features available to users of the Patient Portal. It
can be accessed by going to the EQUICARE Admin menu and selecting Configure Patient Portal.
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Configure Patient Portal

Usze the oplicns on this page to select which features are available to uzers of the patient portal.
Pages

Appointments
Treatments
Follow-Up Plan
Education
Questicnnaires
Test Results
Medical Motes

b I Y L N WA

Zecurg Messages
Health Information Summary

Resources

| FAQ

«| Download Forms
#| Useful Links

«| Confact Us

Dashboard

| Upcoming Appointments
+| Request a Mew Appointment

| Care Team
+| Personal Contacts

#| Add Perzenal Contacts

Meote: It may fake up to 20 minutes for changes to take effect in the Patient Poral.

Save Cancel

Features that are enabled (checked) are available in the Patient Portal. To prevent a feature from appearing in the
Patient Portal, uncheck its box and click Save. Note that it may take up to 30 minutes for changes to take effect.

e Pages: This section controls display of the main pages of the Patient Portal. Both Secure Messages and Health
Information Summary have their own configuration pages and cannot be enabled/disabled on this page. Click
their links to access their configuration pages.

e Resources: This section controls display of the Resources pages available in the Patient Portal main menu: FAQ,
Download Forms, and External Links.

o Dashboard: This section controls display of the features available on the Dashboard. The Dashboard itself
cannot be disabled. Enabling the Request a New Appointment feature requires that the Upcoming
Appointments feature is enabled, and enabling the Add Personal Contacts feature requires that the Personal
Contacts feature is enabled.
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The Configure System Administration page gives administrators access to many of the key system settings. Settings are

organized into a simple tree directory. Changing a setting simply involves selecting the option, typing the correct

information in a field and clicking Save.

System Administration

These setftings affect features and functionality throughout the system. Changes should be made with caution.

Ll
System Settings
Hostname:

¥ Data Retention
| » Delete Patient Record hn2008r2

¥ CCDA Retention Hosiname offhe

(CCDA) Keep Latest Version Only
(CCDA) Keep for 1 Year
(CCDA) Keep for 6 Months
(CCDA) Keep for 3 Months
Seconds To Subtract From Aria Service Time
» Direct Address
¥ Document Generation Service
Hostname
Port
Protocol
¥ API
API Client ID
AP| Client Secret
¥ Outbound Service
Outbound Client ID
Outbound Client Secret
Feature Expiration Timeouts
File Location Root Paths
Single Sign-On
System Audit Logging
Worklist Settings
Clinical Trial Portal
Provider Portal Settings
Patient Portal Settings
Admin Portal Settings
Communication
Questionnaire Kiosk w

Y Y Y Y Y YYYTYYY

IMPORTANT:

The settings available on the Configure System Administration page should be used with extreme caution. Some
settings, if misconfigured, could prevent some or all EQUCARE features from functioning properly. Any questions
about a settings should be directed to the EHI Services Team prior to making changes.
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Lesson 3: Reporting

Users with the Equicare Analytics permission are able to generate reports from activities or data collected in EQUICARE.
For users with access, reports are generated in .csv files that can be opened in Excel or other software applications.

Note: Due to security, users are not able to view reports generate by other users.

Operational Reports

Operational reports are those reports related to actions taken in EQUICARE. Operational reports are available in three
categories: those related to patients, those related to operations, and those which allow advanced function. Reports
begin generating as soon as they are requested, but may take several minutes to complete if there is a large amount of
data to compile. Reports that take several minutes will have a status of Pending, and will update to a status of
Completed when ready to download. However, to see the status change you will need to refresh the page using your
browser, or by pressing F5 on your keyboard.

Home | Worklists Patient | Reporting Resources = Support IQ Help Demo, Nurse Logout
Patient Reports Report History - Last 7 days

Lost to Follew-Up Report ¥ Questionnaire Utilization Report

Patient Activation Report S2Tr2014 10:568 AN S/M/2010 - 572772014 Compilated Downioad

Patient Population Report v Patient Reported Qutcomes + Treatment Report

S2TR2014 9:11:24 AN American Urological Association Prostate Symptom Score; SM/2010 - 52772014 Completed Download
Opelatlonal Repcr‘ts ¥ Patient Reported Outcomes Report
Care Provider Productivity Report N . - N
S/27r2014 9:11:42 Al NCCHN Distress Screening Tool, 5M/2010 - 52772014 Completed Downinad
Pati +T

atient Reported Outcomes + Treatment Report v Questionnaire Details Report

Patient Reported Outcomes Report S2712014 9:11-06 AN

SN2010 - 2772014 ompleted whnlgad

Patient Volume Report

Notes:
Questionnaire Details Report ) . . _
s Treatment Summary data without dates will NOT be included in the reports. Please ensure the dates are comectly entered in the Treatment Summan

Questionnaire Utiization Report screen.
= Reporis older than 60 days will be automatically deleted.

More details about the fields included in these reports are described in Appendix F.
The following reports are currently available in EQUICARE:

e Appointment Activity Report: Lists all patients that have appointments within a specified time frame. This
report can easily be sorted by appointment type to determine the number of patient appointments of a certain
type. It is also useful for identifying patients with future appointments.

e Patient Activation Report: Lists the patients that were activated in EQUICARE for a specified period. This report
will give a broad overview of the activity of the Navigation and Survivorship programs in a clinic.

e Patient Population Report: Lists active and inactive patients for a specified date. This allows the customer to
manage their licensing agreement by understanding how many active patients they have in the system as well as
providing a method to evaluate their active patient population by treatment or diagnosis information.
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e Care Provider Productivity Report: Summarizes the activity of Care Providers for a specified period of time,
focusing on items such as activation of patients, problem identification and Equicare content usage.

e Patient Follow-up Guideline Assignment Report: Lists all patients who have a specific follow-up template
assigned. This is useful for identifying groups of patient who may be impacted by surveillance guideline changes.

e Patient Reported Outcomes + Treatment Report: Lists all patients that have completed a specific questionnaire
template and their answers to the questionnaire. Includes patient treatment information and patient
demographics.

e Patient Reported Outcomes Report: Lists all patients that have completed a specific questionnaire template and
their answers to the questionnaire. Does not include treatment information.

e Patient Volume Report: Provides information on the number of patients activated within a specified period of
time, broken down by category. Category choices are primary disease site, race and ethnicity. Removing
disparities in treatment based upon these categories is a major focus of the Department of Health and Human
Services.

e Questionnaire Details Report: Provides status information about individual patients and the questionnaires they
have been assigned to them.

e Questionnaire Utilization Report: Provides a summary of questionnaires assigned to the patient population.

This report is useful in understanding which questionnaires are being assigned and how often they are
completed.

Patient Audit Report

These audit reports allow the user to track activity that has taken place within Equicare. This report is accessible from
the Reporting menu and allows the user to define the appropriate timeframe and choose from one of four report
formats:

a. Patient: all activities related to a specified patient
Care Team: all activities performed by a specified care team member within a specified timeframe (max 90
days)

c. Patient Login: all activities performed by a patient in EQUICARE
All : all activity within EQUICARE for the specified timeframe (max 90 days)

To create an audit report:

Select Audit from the Analytics item on the menu bar.
Define the appropriate timeframe for the report. Time frame restrictions are identified in the report description
where applicable.
3. Select the appropriate report type.
1. Patient report: type in patient first or last name and select “Go” to find matching patients. Select the
appropriate patient from the results.
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2. Care Team report: type in the care provider’s first or last name and select “Go” to find matching care
team members. Select the appropriate individual from the results. This report is limited to seven days of
activity.

3. Patient Login report: type in patient first or last name and select “Go” to find matching patients. Select
the appropriate patient from the results.

4. All: this report is limited to seven days of activity.

— e e
Home Worklists -~ Patient -~ ~*Reporting ~ Resources - MyAccount Support

Patient Audit Report
Time Frame: [g74; To
[5/4/2009 | == Te [5110/2010 | =
Report Type: @ PATIENT: Show activities related to a selected patient, within the specified time frame
CARE TEAM: Show activities performed by a care team member, within the specified time frame (max 90 days)
PATIENT LOGIN: Show activities performed by a kogged on Patient, within the specified time frame
ALL: Show all activities within the specified time frame (max 90 days)
Specty Patent Eo
Patient, Test 12332123432 1411956 (D)
Patient, Test 812111970 (39Y)
patient, test 11N950 (60Y)
Patient, Test 9676543212 1111956 (54Y)
test, test 111198 (54Y)
test1, test 1411950 (60Y)
TesiLastname, FirstName TESTO001 1111950 (60Y)
Generate Audit Report

4. Select Generate Report. The report will generate immediately and you may choose to open in an Excel
spreadsheet or save the report.

Note: Audit reports will only allow the user to report on patients or care providers at the facilities where they work.
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Electronic Health Information Export

Users with the Equicare Analytics permission are able to export patient data. More information about the formatting
and contents of the export file can be found at https://equicarehealth.com/ehiexport/.

To export patient data, go to the Analytics menu and select EHI Export. Users can search by name, Date of Birth, and/or
MRN, then click the Export button for the appropriate patient.

Last Name First Name Date of Birth MRN
Clear
Patient Name Date of Birth MRN Status Facility
Export Benson, Brigitte D 05/23/1954 (64Y) 1199188 Active Saturna
Export Guilizzoni, Giacomo 05/23/1955 (B3Y) 123456 Active Saturna
Export O'Hare, Charles 06/12/1933 (84Y) 654321 Inactive Mayne

A file will be generated which can be downloaded via the browser. These files can be opened using a Word Processor

application.

Exporting a Patient Population

If an export of a Patient Population is required, please contact the Services Team for assistance.
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Appendix A: User Permissions Matrix

This table shows the patient access functionality available to different user permission settings

MAN2003 APP Training Workbook

Read Only Limited Read Read & Write
& Write
Worklists:
My Alerts N N Y
My Follow-ups N N Y
My Patient Y N Y
Patient Search Y Y Y
ICompliance
Y Y(r& Y(r&
Worklists- grid (r) (r&w) (r&w)
ICompliance
P , Y (1) Y(r&w) Y(r&w)
Worklists- detail
Screen:
Patient Alerts N N Y
Registration Y (r) Y (r&w) Y(r&w)
IAppointments Y (r) Y (r&w) Y(r&w)
Navigation
& Y (r) Y (r & w) Y (r & w)
Summary
[Treatment Y(r&w)
Y(r&p) Y(r&p)
Summary
Follow-up Plan Y (r&p) Y (r&p) Y(r&w)
Education
i Y(r&p) Y(r&p) Y(r&w)
Materials
Questionnaires Y (r) Y(r&w) Y(r&w)
Chart Y (r&p) Y (r&p) Y(r&w)
Test Results Y (r&p) Y (r&p) Y(r&w)
Medical Notes Y (r&p) Y (r&p) Y(r&w)
Care
N Y (r&w) Y (r&w)
Management
Care Plan
A N Y Y
Printing
Patient User
N Y Y
/Account
(o] tional
perationa N v N*
Reports
Patient Audit
N Y N*
Report
|Knowledge Base Y Y Y
FAQ Y Y Y
r - read only

r & p—read and print
r & w —read and write

* This user can be granted access to reports with the additional permission “Equicare Analytics”.
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Importing users is useful when adding a large number of users to the system. For example, if you start a prostate

survivorship program, you may want to add a list of urologists to the system so they are able to view the patient’s

treatment record. In order to do this efficiently, you can create a list of users in an excel spreadsheet and then import
the file to the EQUICARE system.

The information that can be imported to EQUICARE is as shown below:

Column Name Field Is Required? Populated Notes
From ARIA
Username Username Only if “Login No
Enabled" is "Yes"

FirstName FirstName Yes Yes

LastName LastName Yes Yes

Title Title No Yes

NPI NPI No Yes, if user

has one.

Internal Phone work phone No Yes

Internal Phone PrivatePhoneExt No No

Extension

Internal Email Email No Yes Must be a valid email address
format

Address Address1 No No

Address2 Address2 No No

Address3 Address3 No No

City City No No

State State No No Must exist in ECS/APP

Country Country No No Must exist in ECS/APP

ZipCode ZipCode No No String value, 55555

Public Email Email No No Must be valid email address
format

Public Phone Phone No No String value, (555) 555-5555

Public Phone PublicPhoneExt No No

Extension

Public Fax Fax No No String value, (555) 555-5555

Suffix Suffix No No

Login Enabled Account Enabled Yes No Yes/No

Initial Password No No Must follow password rules
established in ECS/APP

Photo Filename OriginalFileName/ No No File name

ThumbnailFilename

Is Active? No No Yes/No - Yes, user is an active CP
in ECS (can be found in provider
lists); No, user is a deactivated
user in ECS

Permissions RolelD Yes if Login is No One of the following (no

Enabled quotes):

"Read & Write", "Limited Read
& Write",
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"Read Only"
Equicare No No Yes/No - Yes, user has Equicare
Administrator Administration privileges; No,
user does not
Analytics in My No No Yes/No - Yes, user has Analytics
Facilities privileges; No, user does not
All access to No No Yes/No - Yes, user has Access to
patients at My all patients in the facilities they
Facilities belong to; No, user has standard
access through care
team/workgroups
Institution Institution No No Institution in system —
institution specified must exist
in ECS/APP.
Auto Add to IsAutoAddToCareTeam No No Yes/No
CareTeam when Enabled
adding to a referral
Out of Network IsOutOfNetwork No No Yes/No
Direct Address No Yes Reserved for future use. Must
be a valid direct address format
(same as email format)
Enabled for Secure No Yes Yes/No
Messaging
External System Yes if External Yes Name of external system -
System Identifier is should map to
specified an IFSystemName
External System Yes if External Yes Care provider's identifier in
Identifier System is specified external system
Workgroup No No Pipe (]) delimited list.
Workgroups must exist in
ECS/APP.
Facility Yes if Login is No Pipe (|) delimited list. Facilities
Enabled in ECS/APP must be active.

A template is available from an Equicare Service technician. Please request one from your representative.

Once the information has been collected in the excel worksheet, go to File>Save As. Save the file as a .CSV file. The file is

now ready to be used with the Import Users option.
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Appendix C: Internet Browser Options

Browser Compatibility

e Internet Explorer: Latest Release.

e Microsoft Edge: Latest release.

e Chrome: Latest release.

e Firefox: Latest release.

e Safari (Mac): Latest release.

e Safari (iPad): Latest release supported for Patients and Clinical Users only. Equicare Administration is not
supported on the iPad.

Browser Spellchecking

Some modern browsers include a built-in spellchecking feature, but not all. For those that do not, there is often a free
browser plugin that can be downloaded and installed that will provide a spell check. For more information, visit your
browser maker's website and explore their plugins area.

Tabs and Windows

The settings of the internet browser may impact the user experience, particularly when accessing the Equicare system
from ARIA. The main impact of the browser setting for Equicare is whether the Equicare application opens as a new
browser window, as a new tab in a current window or whether it opens in an existing window and moves away from
existing page.

Most hospitals and clinics will use Internet Explorer. However, for other browsers the steps are similar to the below:

1. ForInternet Explorer 11, the settings that control this function are in the top right corner under ‘Tools’.
]

= Product Management

Tools (Alt+X)

Customers a Equicare home a Gold

2. Click on the Tools icon to see a menu. In the menu, choose Internet Options.
3. Inthe Tabs section (circled below), click the ‘Tabs’ button.
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General | Security I Privacy | Content I Connections | Programs I Advanced |

Home page
l/’ To create home page tabs, type each address on its own line.
L »
i http://go.microsoft.com/fwlink/p/7Linkld=255141 -

[ Use current ][ Use default ][ Use new tab

Startup
(7 Start with tabs from the last session
(@ Start with home page

abs

Change how webpages are displayed in tabs. |

wﬂ‘i i ry
Delete temporary files, history, cookies, saved passwords, and web
form information,

|| Delete browsing history on exit

[ Delete. .. ][ Settings ]

Appearance

Colors H Languages ][ Fonts ][ Accessibility ]

4. A ‘Tabbed Browsing Settings’ window opens. The relevant settings are in the section highlighted below.

Tabbed Browsing
Warn me when dosing multiple tabs
[ Always switch to new tabs when they are created
Show previews for individual tabs in the taskbar®
Enable Tab Groups®
Open each new tab next to the current tab
["] open only the first home page when Internet Explorer starts

When a new tab is opened, open;

[The new tab page -

When a pop-up is encountered:
i@ Let Internet Explorer dedde how pop-ups should open
(71 Always open pop-ups in a new window

() Always open pop-ups in a new tab

Open links from other programs in:
(7 A new window

@ A new tab in the current window

(7 The current tab or window

*Takes effect after you restart your computer

Restore defaults QK ] [ Cancel

The option for opening links from other programs in a new window will cause a new Internet Explorer browser window
to open to display the selected Equicare screen. Opening more than one link from ARIA will cause more than one
window to be open. To select between the windows, the user will have to use features of the Windows environment
such as the taskbar.
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The option for opening links from other programs in a new tab in a current window will cause a new tab in the Internet
Explorer browser to open to display the selected Equicare screen. Opening multiple links will cause multiple tabs to be
generated in one browser window. The user will have to click on a tab to switch between views.

The option for opening links from other programs in the current tab or window will cause the current tab/window to be
updated with the Equicare screen. Only one Equicare screen will ever be displayed. This is the simplest viewing option.

Appendix D: Setting Navigation Menu Delay

It is possible to modify the delay for the opening and closing of menus on the Navigation bar. To do this, access the file
at the following location:
C:\EquicareCS\Website\Portals\_default\Skins\Equicare

Note, the location of this file may be different depending on the configuration of the Equicare system.
Once the file has been located, open it with an editor such as Wordpad.
Find the line <!-- Navigation bar -->.The code here provides control for the menu's on the Navigation bar.

Find the options for ExpandDelay and CollapseDelay. The number associated with these options are in millisec so
entering a value of "500" causes a delay of 0.5 seconds. If changes are made, save the file. Refresh the Equicare screen
to see the change in menu delay. Note that this setting affects all users in the system including patients.

Appendix E: Configuration of the Patient Sign-up Process

The configuration options for the patient sign up process are only accessible by EHI Administrators. If you would like to
change these settings, please contact the Equicare Services team.

The Equicare CS system allows for configuration of the patient sign up process. The options that your institution
chooses for Patient Sign-up should reflect ease of use for the patient as well as consideration of the protection of
patient's health care information.

e Password Requirements: These options determine the requirements for creating an account password on the
Patient Portal. For example: Minimum number of characters, minimum number of numerals, number of special
characters.

¢ Verification Item: This is used to ensure that the patient has an additional piece of security information upon
sign-up. The institution can configure which item to use as a 'verification field'. The options are: PIN, Social
Security Number, and/or MRN.
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Appendix F: Report Details

Operational Reports

Care Provider Productivity Report

This report provides the data needed to understand the productivity of Care Providers at the institution. All values are
calculated within the user-specified date range.

The data includes care providers who had specific types of activities within the specified date range. Care providers who
had one or more of the following activities within the date range are included in the report:

Activated one or more Patients

Assigned one or more Follow-up to one or more patients

Assigned one or more Education Article to one or more patients

Assigned one or more Questionnaire to one or more patients

Recorded one or more Problems

Recorded one or more Referrals

Recorded one or more Chart Notes (includes “Encounters” and “Assessments”)

Recorded one or more Appointments (appointments that were created directly in Equicare by
users.)

0O 0O 0O 0O O O 0 O

Field specific details:
e  “Problems” include Active and Resolved problems.
o “Referrals” include Active and Archived referrals.
e “Chart Notes”
o include “Encounters” and “Assessments”
o include items with Final status only.
e “Appointments” include appointments that were created directly in Equicare by users.
e “Education Articles” include Active and Archived articles.

Questionnaire Details Report

This report provides details about each questionnaire assigned to individual patients. The report shows all questionnaire
templates assigned to patients and their current status (assigned, completed, declined, and missed).

Questionnaire Utilization Report

This report provides an overview of the questionnaire usage for all templates. For each questionnaire template,
information on the following items are provided:

= #assigned

=  #completed (includes “Addressed”)

= #declined

= #missed

= % of patients assigned

= % of patients completed (includes “Addressed”)
= % of patients declined
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= % of patients missed
= % assigned Qs completed by Due Date

Appendix G: Equicare Links from ARIA

ARIA RO and MO can be configured so that links to EQUICARE are available from within ARIA. These links help to
streamline the workflow process between the two patient management systems.

There are 2 methods for making links between Equicare and ARIA.

Method 1: Shortcuts

A shortcut menu can be created in ARIA RO and MO. In order to establish the shortcuts from ARIA to Equicare, some
configuration steps must be completed by an Equicare Service technician and a customer IT support person. If you want
to create links from ARIA, contact an Equicare Service technician to carry out the configuration steps.

Shortcuts require a label and a path. The label will appear in the ARIA application and should be understandable to the
user who is accessing the Equicare function. The path is needed to link the ARIA application to the correct screen in
Equicare and deliver patient information.

For each path, tokens are used to pass information to Equicare. The following tokens are available.

e ?uid: The User ID token provides the User ID of the user who is currently logged on to ARIA. This value is
automatically entered into the ECS/APP login screen. The user must then enter their password to login to
ECS/APP.

e &ptid: The patient ID token provides the internal ID of the patient currently in context in ARIA. This will
establish the patient context in ECS/APP.

e &sid: This token provides the external system name so ECS/APP understand which system is trying to
communicate (e.g. “ARIA RO”).

e &inlineprinting=true: This token is only necessary for ARIA MO where the web browser is embedded. This
is not necessary if the user will open ECS/APP with default browser.

e &d: This token gives the name of the page within ECS/APP that the user wants to navigate to (e.g.
“TestResults”)

Note that tokens will be resolved at run time.

Suggested labels and paths are as follows:

Suggested Label (max 20

characters)

Activate Patient http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO

Manage Patient http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=ManagePatient
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Publish Test Results http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=TestResults

Publish Documents http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=MedicalNotes

View Questionnaires http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=Questionnaires

Assign Questionnaire http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=AssignQuestionnaires

Manage Tx Summary http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=TreatmentSummary

View Education http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=EducationMaterials

Assign Education http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=AssignEducationMaterials

Manage Reminders http://<Equicare web
server>/ActivatePatient.ashx?uid=<userid>&ptid=<pt_id>&sid=
ARIARO&inlineprinting=true&d=ManageReminders

*Note that if a patient is in a pending state, clicking any of the links will initiate the Patient Activation Wizard
which allows the user to activate the patient.

For ARIA RO, a customer user who has access to ARIA Data Administration can create shortcuts. Once the shortcuts are
created in Data Administration, the links will be available to all users.
1) Open the Data Administration application. Navigate to Tools = External Applications = Configure
Shortcuts.
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S ARIA - Data Administration

File  View Tools Help
=] Compliance Period ﬂ': =
- N Tl

Save | R External Applications  » Configure Shortcuts D
Setup | Staff & Resources | act Patient Partal Path | Clinical Assessment |
System | Charge Related | Users & Groul Survivorship
[ System Setup

‘Select a hospital to edit the "Details" below.

: Hospital Name - | O ization
Hospitals & Departm... 5
[T‘ﬁ ‘arian Medical Center
Department Details
Lists
&y
User Defined Patient Labels Departments ] Charges Control I Transportation I Preferences I
e
User Defined Activity Attributes |
Name
o >
Global Settings

2) The Launch External Applications window will open.

19 ARIA - Data Administration

File Wiew Tools Help
(= = £ = = &5

Save Refresh  Print Screen | User Admin Data Update Repn‘rts T

Launch External Applications [ <] I

[ Please use caution when defining the external applications as Yarian is unable guarantee no harm to the system fram the defined applications or proper
operation of the applications.

Label Path
IPatlent Partal Qtp:,l’,l’us-32:QQQQIActlvatePatlent.ashx?u|d=<user|d>&pt|d=<pt_|d>&s|d=ARI£\RO) =] IE‘

[Eurviverstip [rttps:iidems. cogenths com =[x
| = [
| =l [H
[ =l A
I =l A
|
|
|

=l < =
= ] =
=l <=
I =l <] =

Supporked Parameters: <userid>, <inst_id=, <ID1>, <ID2>, <patient_ser>, <pt_jd>
Save | Close I

3) Give the link a name in the Label textbox, then enter the path URL into the Path textbox. Click the ‘Save’
button to complete.
4) Once saved with all the Equicare links, the External Applications menu will look like this:
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ﬂ] ARIA - Patient Manager

{§ Baker, Josephin

File  View | Tools

| Patient Access Log R

. . - -
Ilizsy PRMIEE 2 Practice Documents FigpEilE

Summar Mearingful Lise Lnters | Care Path | Dia

Patient Reminders

Demogra nee |
Quality Measures

Details | Mc

External Applications it Peiert
—Personal Settir. ctivate Patien

Assign Education

Lask Mame | =L
Assign Questionnaire
First Mame IJDsephin an @
Manage Follow-Up
Middle Mame I
Manage Reminders
D1 ISRS—Lung
Manage Tx Summary
Universal ID I
Manage User Accounk
S50 | :
Publish Documents
silfthloae I jv Publish Test Resulks

—

For ARIA MO, this process must be done by each clinical user, as the link are specific to the user. All users do not have to
have all links. Each user can create only the ones that are useful for them.

To configure the shortcuts, follow these instructions.

1. Log-in to ARIA Manager
2. Click on Applications = Shortcuts in the menu. The “Modify Application Shortcuts” window will open.

Managen

File ‘Workup Assessments Manage Tx Yiew Pharmacy  Swstem Admin Wifidows §E7elsl =10t

= S H, Ec) =8| [*2N e ) Activate Patient Access

Claze Summary Hiztary Matez Flaw Sheet Chart ‘ital Signs Exam sharteuts, .,

=
% Patient Agenda - Black, James R - 2277755

My Agenda Patient |
Visit Reason
| Ewent Skakus |
MO YISIT SCHEDULED Treatment MWAC [v2.07 - Phaze 1
Documentation

3. Inthe “Launch External Applications” window, there is a place for a label and a path. The label is the name that
will be displayed in the menu in ARIA Manager. The path is the information needed by ARIA to navigate to the
correct location in Equicare.

4. Enter the path information.

5. Click the ‘Save’ button.

6. Your screen should look similar to the following image:
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Modify Application Shortcuts

Label Path
|.°.|:tivate Patient | [l,'tde'-f1EIIshare'1,.0.riaM0LinkLauncherlLaunchManagePatient.exe |M M

| | | | 8
| | | D 8
| | | 0| 8
| | | | )
| | | D 8
|
|
|
|

| | D )
| Ry
| | B 8
| | B 8

[ Ok l [ Cancel ]

7. You can add more shortcuts as desired by following the previous instructions for each shortcut. When you are

done, select the “OK” button.

You will now see the link(s) when you click the Applications menu item.

Manager

File ‘Workup Assessments Manage Tx Miew  Pharmacy  System Admin  Wipdow BEEfes] =l

= [ H, EE M 2N i ¥ Activate Patient Access

Clase Summary Hiztary Mates Flow Zheet Chart Wital Zign= Exam ihurtcuts. "

r
™% Patient Agenda - Black, James R - 2277755 WEEIE [ ElEn

My Agends Patient |
Wisit R
| Ewent Skatus 15k measen |
MO YISIT SCHEDULED Treaktment MW AC (w2.0% - Phase 1

Method 2: Encounters

For ARIA RO, a customer user who has access to ARIA Data Administration can create a task within an Encounter which

will open EQUICARE.

To add a task to an Encounter, the ARIA administration user should:
1. Log into Data Administration
2. Go to the Clinical Assessment tab
3. Choose Encounters from the Clinical Assessment area
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Fiz  Wiew Tooks  Help

" El =3 2 ] Fs]

ave Refresh  Prink Screen User‘:ﬁdmln Data Update Repo’rtsv

petup | Staff & Resources | Activities & Codes | Care Path I Clinical Assessment I

Clinical nt

Hospital IVar\an Medical Center

™

Encounter Templates | Personalizations |
Allergies

Template Name

-

Consult

A

Consult - Prostate

Item

iTasks

Patient Document

Patient Document

Patignt Dacument

Patient Document

Patient Dacurment

Patient Document

EPatlent Histary

Clinical Decisions Fallow Lip
Fallow Up - Prostate
-"‘}' Integrated Reparts
On Treatment Visit - Breast
Camments
On Treatment Visit - Prostate
+ Oniality Mieasi ires
[~ Encounter Items
Diagnosis
‘ Name
E,j | - |Pre-Consult Tasks
c4 » ‘Pre-cansult Tasks
(i | - | Outside Records
T MedOnc Progress Notes
@ Pathology Motes
Education { Counseling Lab Results
Imaging Results
'79‘ Oper ative/Procedure
Physician Correspondence
| = | Pre-Consuit
‘Pat\ent History
& | ital Signs

ikal Signs

Create a new Encounter Template if one doesn’t already exist by clicking the ‘New’ button.

5. If atemplate already exists, click the ‘Edit’ button.

6. Inthe template, add a ‘User Defined’ item from the Available Items list. Give it an appropriate label and path.

Use the blue control arrows to move the item into the template and position it.

7. Click the ‘OK’ button to save changes.
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Appendix H: Equicare Activity shown in ARIA

Activity completed in Equicare can be configured to flow back into ARIA. These actions can be taken by a care provider
or, in some cases, by a patient. The list below shows the activity and the corresponding location in ARIA where the
activity (and related information) is recorded.

ARIA RO

Activity in Equicare Location in ARIA RO v11 MR5

Patient Portal enrollment (activation) Quicklinks>EMR>Communications>upper right corner>Patient
Communication Preferences> Preferences tab>’enrolled in
Patient Portal’ checkbox.

Care Provider completes Questionnaires and Care Quicklinks: EMR>Documents

Plans

Patient completes Questionnaires Quicklinks: EMR>Documents

Patient views a Health Information Summary Quicklinks: EMR>Communications> bottom left corner>Patient
Communication History> Communication Log tab

Patient views a Clinical Visit Summary Quicklinks: EMR>Communications> bottom left corner>Patient
Communication History> Communication Log tab

Care Provider assigns education resources Quicklinks: EMR>Communications> bottom left corner>Patient
Communication History> Communication Log tab. Event is
shown. Note that the title of the articles assigned are also
provided.

Patient sends Secure Messages Quicklinks: EMR>Communications> bottom left corner>Patient
Communication History> Messages tab.

ARIA MO
Activity in Equicare Location in ARIA MO v11 MR5
Patient Portal enrollment (activation) View>Demographics> Preferences tab. The ‘enrolled in
Patient Portal’ checkbox is shown.

Care Provider completes Questionnaires and Assessments>Notes

Care Plans

Patient completes questionnaire Assessments>Notes

Patient views a Health Information Summary N/A
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N/A

Care Provider assigns education resources

View>Patient Communication Log

Patient sends Secure Messages

Workup>Patient Messages

Appendix I: Meaningful Use with ARIA

When used with Varian's ARIA EHR, Equicare can support eligible physicians by allowing them to monitor the following
Meaningful Use (MU) and MIPS ACI criteria and objectives.

Core 11 - View, Download and
Transmit Health Information

Provide patients the ability to view online, download and
transmit their health information within four business days of the
information being available to the EP.

Core 12 - Provide clinical
summaries for patients for each
office visit

More than 50 percent of all unique patients seen by the EP during
the EHR reporting period are provided timely (available to the
patient within 4 business days after the information is available
to the EP) online access to their health information, with the
ability to view, download, and transmit to a third party.

Core 7 - View, Download, Transmit
Health Information

{Measure 1} More than 50% of patients have been provided
online access to their health information within 4 business days

{Measure 2} More than 5% of patients have Viewed or
Downloaded or Transmitted their health information

Core 8 - Provide clinical summaries
for patients for each office visit

Clinical summaries provided to patients or patient-authorized
representatives within one business day for more than 50
percent of office visits

Core 12 — Reminders for
preventive/follow-up care

More than 10 percent of all unique patients who have had 2 or
more office visits with the EP within the 24 months before the
beginning of the EHR reporting period were sent a reminder, per
patient preference when available.
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Core 13 — Patient-specific Patient-specific education resources identified by Certified EHR
education materials Technology are provided to patients for more than 10 percent of

all unique patients with office visits seen by the EP during the
EHR reporting period.

Core 17 — Secure Electronic More than 5% of patients have initiated a secure message
Messaging

Objective #3 Measure 1 - Provide Unique patient is provided timely access (within 2 business days)
Patient Access to View, Download, and Transmit their Health Information

Summary (CCDA).

Objective #3 Measure 2 Patient- Unique patient is provided with specific education materials.
Specific Education

Objective #4 Measure 1 - View Unique patient views a CCDA in the Health Information Summary.
Download and Transmit (VDT)

Objective #4 Measure 2 - Secure Unique patient received a Secure Message from a Care Provider.
Messaging
Objective #4 Measure 3 - Patient Unique patient submits health data or data from a non-clinical
Generated Health Data setting (i.e. Questionnaire).

Configuration

In order for the ARIA MU Dashboard to be updated, the Equicare system needs to be configured to alert the ARIA
system when events take place in Equicare.

Due to the complexity of configuration, representatives from the Equicare Help Desk and Varian Help Desk will be
required to assist in set-up.

Meaningful Use Calculations

All Meaningful Use calculations are carried out in by ARIA and displayed in the ARIA Meaningful Use dashboard.

Trigger Events

Once configured, the events that trigger the ARIA MU dashboard are as follows:
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Online access to health information is provided by printing an invitation letter in Equicare inviting the patient to
the portal. Printing the invitation triggers a notification event to ARIA.

The action of a patient (or Authorized Representative) viewing a Health Information Summary CCDA triggers a
notification event to ARIA. Viewing the CCDA is necessary before downloading or transmitting.
When an appointment and/or follow-up reminder is sent to a patient from Equicare, ARIA is notified to log the

event in the ARIA MU Dashboard.
o Prerequisites: APP customers must create ARIA appointments of a specific type for preventive/follow-up

care for each patient. These appointments must flow into the patient record in Equicare. Equicare must
be configured to notify ARIA for notifications sent for only those appointment types. For ECS customers,
ARIA appointments can be created as above to satisfy this measure. Additionally, reminders from tasks
in an Equicare Follow-up template can be used to trigger a notification.
When an education article is assigned to a patient in in Equicare, this event is logged in the ARIA MU Dashboard.
When a patient sends a secure message to a physician from Equicare, this event is logged in the ARIA MU
Dashboard

Appendix J: Meaningful Use with Mosaiq

When used with Elekta's Mosaiq EHR, EQUICARE can support eligible physicians by allowing them to monitor criteria for
Meaningful Use Stage 1 or Stage 2, and MIPS ACI.

To access the Meaningful Use Dashboard, go to the Analytics menu and click Meaningful Use Dashboard.

=
5
T

Note: The Meaningful Use Dashboard is only available if the feature is turned on in the system by the
EQUICARE Administrator, and EQUICARE is connected to at least one Mosaiq system.

Select the desired parameters for the report, then click Update Dashboard.

MIPS / Meaningful Use Dashboard

From:*

7/5/2011 M To*|1/17/2018 |5 Physician® ¥ | Stage” | MIPS AC ¥ || Update Dashboard

Reporting period start date

Reporting period end date

Physician name

Meaningful Use Stage 1 or Stage 2, or MIPS ACI
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Note that the list of physicians available in the dropdown box is driven by the selected dates and is re-generated every
time a new date is picked. This ensures that the user is always presented with a list of eligible physicians to report on,
within the specified period.
When Stage 1 is selected, the dashboard shows the status of the physician regarding:

e Objective #8: Patient Electronic Access (VDT) Measure 1
When Stage 2 is selected, the dashboard shows the status of the physician regarding:

e Objective #8: Patient Electronic Access (VDT) Measure 1

e Objective #8: Patient Electronic Access (VDT) Measure 2
e Objective #9: Secure Messaging

Meaningful Use Dashboard

271442016 4 Physician:* Feelbetter, Emily izl Stage:” | Stage 2 - || Update Dashboard

From:= (11,2008 ﬂ To:®

Surmmary Detail ",

Stage 2 Meaningful Use Statistics for Feelbetter, Emily (1/1/2008-2/14/2016)

Fail (0i1=0%)
(0% required)

e
Objective #2 Patient
Electranic Access (WOT)
Measure 1

Electranic Access (WOT) (3% required)
Measure 2

Objective #3 Secure 5 Pass (1M1=100%)
IMes=saging (5% reguired)

Dashboard thresholds for Objective #2 Measure 2 and Objective #9 are based on ONC reguirements for 2017. For periods prior to 2017, thresholds are lower.

Export Summary | Export Detail

For each monitored criteria of Stage 1 and Stage 2, the following information is displayed:

e The objective (in %)

e The progress of the physician toward this objective:
o Agreen bar if the objective is met or exceeded
o Ared bar if the objective is not met

e A Pass/Fail indicator with the calculation figures

When MIPS ACl is selected, the dashboard shows the status of the physician regarding:

e Objective #3 Provide Patient Access: Unique patient is provided timely access (within 2 business days) to View,
Download, and Transmit their Health Information Summary (CCDA).

e Objective #4 View, Download and Transmit (VDT): Unique patient views a CCDA in the Health Information
Summary.

e Objective #4 Secure Messaging: Unique patient received a Secure Message from a Care Provider.
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Exporting the MU Dashboard Information

The Export Summary button allows the user to export the summary calculation data in the form of a CSV file readable
with an application such as Microsoft Excel.

The Export Details button allows the user to export all the underlying data which were used for the dashboard
calculation, in the form of a CSV file readable with an application such as Microsoft Excel. This file can be used to identify
which patients require attention in order to help physicians meet their objectives, since the detailed data includes:

e The list of all patients which were identified by the system as a unique patient who had at least one encounter
with this physician during the specified reporting period
e For each patient:
o aqualifying encounter justifying why this patient is included in the denominator calculation for this
physician
o for each criteria, the actions justifying why this patient is or is not included in the three numerator
calculations

e A summary row showing:
o the total number of patients counted in the denominator
o for each criteria, the total number of patients included in the three numerators

Meaningful Use Calculations

Equicare is sent CCDA's by Mosaiq systems which are configured to communicate with it. Equicare stores the CCDA's and
collects all needed information regarding encounter(s) found in each CCDA, in order to allow the calculation of the

common denominator and the three numerators.
For each eligible physician, the MIPS and Meaningful Use Stage 2 (2015 Edition) calculations are as follow :

- Meaningful Use Objective #8-Measure 1 / MIPS Objective #3 Provide Patient Access:
# of patients invited to the Patient Portal

Total # of unique patients seen by the physician during the reporting period

- Meaningful Use Objective #8-Measure 2 / MIPS Objective #4 View, Download and Transmit (VDT):
# of patients who viewed their CCDA

Total # of unique patients seen by the physician during the reporting period

- Meaningful Use Objective #9 / MIPS Objective #4 Secure Messaging:
# of patients who received a Secure Message

Total # of unique patients seen by the physician during the reporting period

When any given physician wants to monitor their progress toward their objectives, the following calculation principles

are applied on the recorded data:

1. Find how many unique patients saw this physician between Datel - Date2 (Common denominator)

This document is considered “Uncontrolled Document” when printed.
Page 153 of 156



,*.eq uicare MAN2003 APP Training Workbook

HEALTH

2. Among these identified patients, and between Datel - Date2, find how many:
e were invited to the portal (Numerator)
e viewed a CCDA (Numerator)
e received a secure message (Numerator)

Notes:

o  When collecting data out of each received CCDA, the physician's NPI is required and used as unique identifier of
the Care Provider(s) involved in the encounter(s) (as opposed to the First and Last Name).

® |norder to be eligible for Meaningful Use, physicians must have had at least one encounter with a patient during
the reporting period.

Detail Tab

The Detail tab can be used to identify which patients require attention in order to help physicians meet their objectives.

Meaningful Use Dashboard

From*(9/25/2011 | To*|10/15/2015 | Physician:* | Getwell, James v | Stage:" | Stage 2 v || Update Dashboard

-
ummary | Detail

Stage 2 Meaningful Use Statistics for Getwell, James (9/25/2011-10/15/2015)

g:ggrxyrirt‘gr Pat(i)ebrjmchtI';Str#gnic Pat(i):rftecEtII;:tfgnic Objective #9.
Name Date Access (VDT) Access (VDT)  Secure Messaging
Measure 1 Measure 2

Cersei Lannister 1/6/2014 X | < <

Jaime Lannister 31372014 ) ) " )
Daenerys Targaryen 9/25/2014 < < X

Jon Snow 5/5/2014 " " <
Samwel Tarly 8/812014 X < <
Myrcella Baratheon 772014 V) ) <
James Black 5/5/2014 o ] " "
Totals: 7 1 2 2

Export Detail

The detailed data includes:

- The list of all patients which were identified by the system as "a unique patient who had at least one encounter
with this physician during the specified reporting period"

- For each patient:
e aqualifying encounter, justifying why this patient is included in the denominator calculation for this
physician
e for each criteria : the actions justifying why this patient is or is not included in the three numerator
calculations
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e for each completed measure (green checkmark), hovering with the mouse on the checkmark will
display what the action was, and when it occurred

- A summary row showing:
e the total number of patients counted in the denominator

For each criteria, the total number of patients included in the three numerators. The Export Detail button allows the
user to export all the displayed data (which were used for the Dashboard Summary calculation), in the form of a CSV file
readable with an application such as Microsoft Excel.

Appendix K: Mosaiq Integration with Secure Messages

For customers with Mosaiqg 2.8.2 or greater, secure messages sent from the patient portal can be received in the inbox
in Mosaiq, and messages sent from within Mosaiq can be received in the patient portal. This feature must be configured
in the system.

To configure message integration with Mosaiq:

1. Go to EQUICARE Admin > Configure Secure Messaging.

2. When adding or editing a Secure Message Destination, select the Method of Mosaiq Secure Message Service

3. Ensure the rest of the external system information is correct. IT Administrators for the external system typically
have the required information. Otherwise, please contact the Equicare Services team for assistance.

4. Click Save.

To configure a user to use the Mosaiq Inbox:

1. Go to EQUICARE Admin > Manage users.
2. Locate the desired user and click Edit.
3. Select the External Systems tab.

Profile User Account ] External Systems

ARIACCS stkh_Id

ARIAMO stich_lId

ARIARC stkh_Id

IMPAC RO HPI MPI1123 Ld

Warning: External System Identifiers should be set with caution. Improper use may lead to user mizsmatch and malfunction of the system software.

Messaging Inbox

Patient Messages: | |MPAQ RO - Provider Messages: Equicars =

4. Enter an Identifier for the Mosaiq system being used for messaging, then place a check in the box labelled
Enabled for Messaging.
5. Inthe Provider Messages list, select the Mosaiq system being used for messaging (note that it must already have
an identifier and be enabled for messaging).
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6. Click Save.
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