OnBase

Scanning to Orders from Media Manager

Audience: Clinical and Clinical Support Staff

OnBase is a document scanning application that is integrated with Epic. Use OnBase to scan documents
from the Media Manager activity in Epic. When scanning documents in Media Manager, you can scan and

assign the documents to the Patient, Encounters and Orders. Here’s how to scan to orders from the Media
Manager.
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Scanning Levels

When scanning documents using the Media Manager activity in Epic, you can select where you want to
attach the scanned documents, also known as the different levels to scan to. The three levels are Patient,
Encounter and Order level.

e Patient Level - This scan can be accessed across all encounters and is not connected to a
particular encounter. Example: Driver’s License, Insurance Card, HIPPA Privacy Forms.

e Encounter Level - This scan can be accessed from a specific visit. Example: Notes and Consent
Forms.

e Order Level - This scan is attached to an individual order and can complete the order with a result.

Scan a Document at the Order Level

1. Access the Media Manager (Epic button>Patient Care>Media Manager).
a. The Patient Lookup window opens.
2. From the Patient Lookup window, search for your patient.
a. The Media Manager activity opens and displays the patient’'s name and MRN, and defaults to
the Patient level for scanning.
3. From the Media Manager activity, click the dropdown arrow and select Choose an Order.
a. The Order Search window opens.

Media Manager

Y Filters <& ClearAll Filters CBefresh (2:11 PM) %gcan &l New E-Sig Form £ Camera P‘."

Buffalo, Guyon A "Bison"

New files will be attached to:

iDocument D |Intema| D

RN: 100318070
| Patient: Buffalo, Guyon A "Bison" [100

Select Current Patient

Description b File Attac
Office H&P Choose an Encounter o
r\

106546 1176526 = Office H&P Choose an Order Appoint
106547 1176533 2 Not a Note Create New Encounter ne Documen
105984 1175053 2 Policy 1000. Create New Order y  Patient
105991 1175056 2 e Connt | Patient
105998 1175059 = Test ‘ momvaoonaronent [ Patient
L- 105934 1174878 (2 ical Power of &ito dvancg Direcii Patj
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4. From the Order Search window, filter your search using the Search Options section.
5. Click Search.

6. Select the Order in the list given.

7. Click Accept.
Fa

- Search Opti
Eram To Order Type
84017 ' |

; " |Procedures [1]
" Duistanding © Preliminary General Supply [2]
" Resulted & Al Microbiology [3]

Radiation Oncology [4]
Procedure

(15 1200 A CHBC (INCLUDES DIFF/RLT) WWITH PAT 1 ; Final result 10720139
6 TH20TT TZOT AN LB WITH PLATELE T ANU UIFFERE... PRUYIDER, M=l ORICAL. . FIfaEl feedn TOF20TT 0921207
J1202017 12:00 AM  CBC HEMOGRAM PROVIDER, HISTORICAL... Final result 1072018 09A2/2017

e Accept I Cancel I

8. Note: In the New files will be attached to section, after you select your Order, the Order information
is visible. Click Scan in the Media Manager activity toolbar.
a. The OnBase - Front Office Scanning window opens.
Note, Epic functionality freezex while OnBase is open.

Media Manager OO X
Y Filters < ClearAll Filters £ Refresh (1:2 2 gean |EliNew E-Sig Form 81 Camera | Iag Edit B ViewiPlay @] E-Siar More ~
Buffalo,Guyon A MRN: 1003
New files will be attached to: E] Order: CBC (INCLUDES DIFF/PLT) WITH PATHOLOGIST REVIEW on 4/30/2018 ]
Document ID |lnterna| ID [ |Description IDocument Type lFiIe Attached to llmpon Date IReceived Date _:_I
105934 1174978 2 Medical Power of Attomey Advance Directive: Buffalo,Guyon A [100318070] 8/24/2018 8/24/2018
105935 1174979 | [Consult 12/12/2016 Appointment on 12/12/2016 wil8/24/2018 8/24/2018
101217 1174873 2 ED Note ED Provider Note - Orders Only on 3/9/2017 with # 8/23/2018 8/23/2018

) 726 759386 2 Test of receipt Notice of Privacy | Buffalo,Guyon A [100318070] 7/19/2018 7£19/2018 A

9. Insert your document into the scanner, then click one of these buttons in the Store image as

section:

a. Scan ID Card - Defaults to scan both sides of an ID card in color.
b. Scan Single Sided - Scans one side in black and white.

c. Scan Duplex - Scans double-sided in black and white.

d. Scan Color - Scans double-sided in color.

Store images as:

Scan D Card Select Document Type [0]

B Scan Single Sided Select Document Type [0]

Scan Duplex Select Document Type [0]

Scan Color Select Document Type [0]
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Indexing Scanned Images
10.The scanned image(s) appears in the preview section. Select each thumbnail by single-clicking it
(Note: When a thumbnail is selected, a white border will appear around the outer edge of it).
11.Click the Select Document Type button.
a. The Document Information window opens.

IFiIe Edit View Window Help !

Available Data Sets:
File Name: &

Keyword Value
MRN: 100318070
CSN:

Patient Last Name:  BUFFALD
Patient First Name:  GHYNN A

Document date: | 8/24/2018 B~
Rescan Page
Store images as:

Scan ID Card Select Document Type [0]

Scan Single Sided Select Document Type [0]

Scan Duplex Select Document Type [0]

Document Page(s) D:
Scan Color Select Document Type [0] No matching documents found in the system,

12.Select a Document Type from the list given. Note: The list only shows Document Types related to
the Order Level.

Docurment Tope:

Angiogranm

Cardiac Cath Record
Cardiology Fecord

ECHO

EEG

EKG

EMG

EMNG

Imaging/Diagnostic Result
Lab Result Scan

MBI Implant Documentation
MR Screening Sheet
Meurology Report

Huclear Cardiclogy
MHuclear Medicine

Outzide Medical Aecaord
Facemaker/alCD Check
Fathology

Pulrmonar Clinic
Pulmonary Function Test - Scan
Sleep Study

Speech Pathalogy
Telermetry Record
Ultrazound
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13.Type a description of the type of document you scanned. The description field should consist of the

date of the document and any other short text further describing the document.
14.Click OK.

Document Type:

| Pathology

Document Description;
|Z:E,"E Path Review 4/30, =

SeniceDate: | B/24/2018

Effective D ate: | g/24/208

Received Date: | g/24/2m8

14
o %

15.A green checkmark now appears over the Select Document Type button, indicating the images are
indexed.

16.Click the Upload Images button.
a. The OnBase - Front Office Scanning_w_indow closes.

Document date: |8£24.-’2D18 [ ‘

Delete Fage Rescan Fage

Store images as:

Scan D Card Select Document Type [0]

Scan Single Sided | Select ant Type

Scan Duplex Select Document Type [0]

Scan Color Select Document Type [0]
@Upload Images Dizcard Images
< ] BE
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17.The images have now been scanned and uploaded and appear in the Media Manager list.
18.To view a document, double-click it in the list.

Media Manager @O X
¥ Filters & ClearAll Filters £ Refresh (1:57 PM) | R gcan EljNew E-Sig Form 13 Camera | B Edit D ViewsPlay [ E-Siar More ~
Buffalo,Guyon A MRN: 100318070
New files will be attached to: [+] Order: CBC (INCLUDES DIFF/PLT) WITH PATHOLOGIST REVIEW on 4/30/2018
Document ID Ilntemal D I IDescrip!ion IDucument Type ]File Attached to Ilmpon Date IReceived Date ﬂ
105934 1174978 2 Medical Power of Attorney Advance Directive: Buffalo, Guyon A [100318070]  8/24/2018 8/24/2018
105935 1174979 [ Coneult 120122016 Cansultation Benc Apnaintmant an 12420018 wit B24R018 82402018 |
059 1174989 | - |[CBC Path Review 4/30/18 CBC (INCLUDES DIFF/PLT) W|8/24/2018 8/24/2018
Lo ote rovider Note- Orders Only on witl
A . . i
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Troubleshooting

My Epic Screen is Frozen

= Hyperspace - GENERAL MEDICINE - TST Environment - ATTENDING |. - IPMD
up-| ¥ Remind Me o Personalize My oite P Rothman UnitPL

- Buffalo,Guyon A 3

Media Manager ITHGE

¥ Filters & Cleardll Fiers £ Refresh (@:48AM) | Bl Import 2 8can = New E-Sig Form 881 Camera | laf Edit b MiewsPlay @E-Siun | §+ Find Patient Mare ~
Buffalo,Guyon A MRN: 100318070
New files will he attached to: [=] Patient Buffalo Guyan A [100318070]
Document ID_|Internal ID) Description Document Type | File Attached to Import Date Received Date ﬂ
172971 Madical Powsr of Attorms) B flalo Guyon ) ;
1174979 Consult 121122016 Consultation Repor Appointment on 124122016 with 6/24/2018 82472018
174989 CBC Path Review 4/30/18 Pathology CBC (NGLUDES DIFF/PLT) WIT 812412018 8/24/2018
174873 ED hlate ED Provider Mote - Orders Only on /8/2017 with Az 8/23/2018 8/23/2018
759366 Test of receipt Notice of Privacy P Buffalo,Guyon A [100318070] 7192018 7n32m8
945877 Test of receipt PO - Gonsent for T Buffalo, Guyon A [100318070]  7/19/2018 7n8mE
SHst-4506031. 141823 26% Financial Policy  Buffalo,Guyon A (100318070 1/23/2018 1123208
SHtst-4501825. 1141442 Test AD Advance Directives Bufialo,Guyon A [100318070] 14192018 14192018
126840 113762 1065293 Test PDF - THPO h 10122017 107122017
12640 113762 1065252 Test Image £ 10202017 10122017
1.2.640. 113762 1085285 Test PDF R 1041202017 10122017
1.2.840.113762 1063153 Hung Test 2 Is your Eplc screen 10572017 10552017
12640 113762 1063152 Hung test 2 1052017 10752017
12,840 113762 1063103 frozen? 10472017 102017
1.2840.113762 1062905 107202017 107202017
D-tst-4384308. 1062907 Risa Myers dosx 1 1022017
S-ts1-4379920. 1062003 sample tif . 9/11/2017
1.2.840. 113762 1051249 A session of OnBase ith 662017 67572017
1.2840.113762 1050738 Brief Intracperative f f - ith 612017 6172017
is still open. Click on it
Het202TF 1034678 : 3/20/2017 320/2017
SHte1-4153050, 1033305 the OnBase icon and 17 3802017
D-tst-4384271. 1062877 Using Chart Correcti : : 107202017
HsL203 T 1034679 continue scanning or 572017 3092017
1.2.840. 113762 1024127 016 120222016
S-tat-22N09M95 1073457 11ANAR Rlark CIose the OnBaSe 1R .VJ
o4 [No filters applied window 1
0 5=} <)

How Do | Zoom in and out on Images?

LT

Edit  View ‘indow Help

" SIM 4

Kepword Walue ~
MEN: 100318070
CSM

Patient Last Name:  BUFFALD
Patient First Mame:  GIHYON &

it dete
Dielete Page
Stote images o Want to Zoom in on a
Selechacume: thumbnail?

Select Documer

Select Documes

ol Hover your mouse over the
1 thumbnail.

Upload Images Discard Images
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File Edit | Wiew | Window Help

: — Scale to F\t\rrrage ‘ M
Ao D Scale to Fit Width

X RENETEIC]

T Seale to Fit Height

Scale to Full Size

Zoorm In
Zaom Out —
Keyword =
Rotate Left
i otote Le [
5N Rotate Right
Patient Last First Page I
Patient First g =
Prewious Page
Document Mext Page
LastPage

Full Screen F11
T
Thumbnails Ctrl+B

| Toolbar

Status Bar

Want to Zoom in on an image even more?

Scan Duplex Select Document Type [0]
| e | Seleet Dosument Type (0] Go to View and uncheck Thumbnails view.
NOTE: Indexing only works in Thumbnails view,
so you will need to change the view back to
Thumbnails when you are done.
Upload Images | ‘ Dizcard Images
<l u B e . T T |
0 of 2 Selected UM | |

| Can’t Close the OnBase Window
=2 GriBase - Front Office Seanning. -8 x
SSELRA@e~A/O/Kd D MEBRDRK KNP O

Aveailable Data Sets:

File Mame: &

Keyword Vale #
MM 100318070 |
CEN:

Patient Last Name:  BUFFALO
Patipnt First Mame  GHYTIN A&

No image available

Document date: | 2/27/2018

[ Delete Page | L You rust assign and uplaad or discard any docurents in the current
B V' Data Set befare exiting the application!

Store images as:

Scan D Card Select Docul

Soan Sinale Sided Select Donu | R
e Select Document Type (0] E [ VES
| — ‘ ot Dol o [ Did you scan or upload the wrong
- images, and now you want to close the
OnBase - Front Office Scanning window,
but you keep getting the following
warning window?
Upload Images ‘ | Discard Images Click the Discard Images button and then
A . SR try closing the window. = Wb
Rea?lytu uplaad ar scan mare pages W
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| Scanned or Uploaded Images to the Wrong Patient
= )

Media Manager Qo R
Flace Amb Orders

§ Chart Central
Help Desk Reports RN: 100318070
Change Context.. | |E| Patient Buffalo, Guyon A [100318070]

I &+ Find Patient hore

Patient Care | Received Date

o o
e ! B/27/2018 B/27/2018
Enterprise Billing L 2272018 a/27/2018
Radiology i . nA[100318070]  B/A24/2018 B/24/2018
—r—— Oops | accidentally on 12/12/2016 with 8/24/2018 812412018
CBC Path scanned an image to the DES DIFF/PLT) YW1 82472018 B2472018
2 ED Mote wrong patient, what o 3972017 with Az B/23/2018 8/23/2018
Repats 1 Test of rec hould | do? on A [100318070]  7/19:2018 7192018
Tools = Test of rec Shou 0 on A [100318070]  7/19/2018 7419/2018
Help 2 25% on A[100318070] 142372018 1/23/2018

s Test Submit a Chart Correction on A [0031B070]  1/19/2018 1/13/2018

2 = t on 124122016 with 10/12/2017 10A22017
Change Contesxt . Request if you upload to the counter on 9462015 104122017 1041242017

‘Chart Carrection Request . o 185 wrong patient. onA[100318070] 10122017 10202017
Bacure =1 Hung Test 2 on A[100318070] 10442017 10452017
= Hung test onh A [100318070] 10/82017 1052017
. onA[100318070] 104472017 104472017
I€ it MSEP HH Recert - Buffalo,Guyon A [100318070]  10/2/2017 10272017
& Customize This Menu ; Riza Myers. docx ABM Scanned Docurent on 10/2/201 10/2/2017
| |ststAa/edA T Toe200 sample.tif Legal Buffalo, Guyon A [100318070] 912017
1.2.840.113782 1051249 =l Brief Operative Mot Appaintrent on 12422016 with 682017 B/a2017
1.2.840.113782 1050738 Brief Intraopetative Mote Consultation Repor Appointrment on 124 2/2018 with £/1/2017 BA2017
S-tst-4347360.° 1035864 Photo (D Buffalo, Guyon A [100318070] 4772017
Hst-202TIF 1034678 = Advance Directives Buffalo, Guyon AT1003180701  3/29/2017 3292017
4 |N0 filters applied

Launch MPF

Log Qut
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| Indexed My Documents Incorrectly

When uploading or scanning images, you might assign the wrong Document Type or forget to add a
Description. Follow the steps below to delete the documents and start over.

1. Verify the Document Type listed in the Documents List.
2. If the document type was added erouneously, click the Discard Images button.
a. A window opens asking if you want to discard the documents.

3. Click Yes.
4. The scanned documents are removed and you can re-scan your documents.
E' OnBase - Frant Office Scanning - | O x

File. Edit Wiew Window Help
SSE (o N7 & 4 b D | [

| ®

»
Available D ata Sets:
File Marne: &
Keyward Walue ~
MAMN: 100451174
CSM:
Patiert Last Name:  MCCARTMEY
Patient First Mame: . IMHN i
Document date: |10/ 1/2018 E Front Office Scanning %
Delete Page Fiezcan Page

e Do you want to discard the documents assigned for the current Data

. Set?
Store images az:

Scan D Card Select Document Type [0] e
Scan Single Sided Select Document Type [0] e | | bb

it

‘ Scan Duplex ‘ Select Document Type [0]

‘ Scan Color ‘ SelectDowt Type [1]
et Pageis) Date
ransplant Motification Form 1 101728

] Mo matching documents found inthe systerm,
Upload Images Dizcard Images
<] i BB [ ¥
fﬁeaq:,f_to upload or scan more pages Page 0 of O | MU
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