ILE TRAINING FOR REGISTRATION WORKSTATION USERS

Introduction

Imaging Link Engine (ILE) is an interface which that allows users to scan documents directly
into EPF. With the use of scanners, source documents such as a driver’s license, insurance cards,
and/or consent forms will be scanned directly into EPF and will be seen on the appropriate
Registration Workstation screen. A Medicare card, for example, will appear on the Medicare
screen, a driver’s license on the patient information screen, etc.

Before obtaining ILE, the user must have access to EPF. Then the ILE software will be loaded
on the computer, and the user will be added to the ILE user group. To be added to this group IT
must have the following information:

e Computer name: Right click on My Computer, go to properties, and click on computer

name.
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e Workstation IP address: Click on Link, and the address is located at the bottom of the
box.

x|
Enter your Access |D: RTSHMITH|
Enter your Pazsword: |:|
M | Ok | Cancel
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e User sign-on ID: This is your user Link User ID.
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Workstation IP Address: 144.30.94_ 25

e Term ID: Log into MPAC, and the term ID is located at the bottom of the MPAC
screen.
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Once this information is obtained and ILE is set up, the user will then begin to see pop up
windows with the scanned documents on the appropriate Medipac screen.



Logging in to Registration Workstation

e Login using the Access ID STATIC if you DO share a workstation with other users. The
password is ST1234.

Il User Sign-on

With an ILE scanner attached:
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e Login using your own Link ID if you DO NOT share a workstation with other users.

Il User Sign-on
l l Without an ILE scanner attached:

LINK ID = Your LINK 1D
LINK PASSWORD = Your LINK

LINEID

MEACTD|
HOSCICS




Methods of Scanning Documents

There are two ways to scan documents into Registration Workstation:
1. At the end of the registration/admission process from the Patient Print Profile screen
2. Directly from the Patient Print Profile (PPRF) function. PPRF should be utilized for
scanning after the Visit Notification (VSNT).

Scanning at the End of Registration

At the end of the Registration Workstation registration process, from the Print Profile screen, the
image scanner will prompt the user to select the type of documents to be scanned. The document
will be selected from the ILE Document Tree. The ILE Document Tree is a listing of folders
for documents to be scanned into. It will direct the user to properly select a folder. It is very
important to select the proper folder. Refer to ILE Document Tree Worksheet.

ILE Document Tree Screen
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After reviewing the ILE Document Tree Worksheet, click the box by the type of document you
are scanning. Once the document type is selected the user will be able to scan the document,
specifying scan type, paper size, image mode, and resolution.



Scan Window Screen
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e Scan Type: Select the proper scan type based on the paper size and which side of the
document will be scanned.

e Paper Size: This selection is made based on the size of the document to be scanned. For
example, insurance cards and driver’s licenses should be scanned with paper size
“business card.”

e Image Mode: This is used to select a black & white scan or a color scan. All images
should be scanned in black and white. If the image is not legible, scan in color.

e Resolution: Best results are obtained at the default resolution of 200 x 200.

After selecting the scan type, paper size, image mode, and resolution, the document is ready to
be scanned. Follow these steps:

e Put the document or card into the scanner face down and upside down.

e Click Scan to begin the scanning process

e The document or card will move through the scanner

After the document is scanned the image should be viewed via the Document Image Scanner
screen. Please make sure it is a legible scan before saving. Any other documents that need to be
scanned into the patients account can be scanned at this time. To scan another document, pick
another document type from ILE Document Tree Screen and repeat the process.



Document Image Scanner
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NOTE: Be sure to preview all scans before saving. Rotate the image to the proper orientation
before saving, so that it can be viewed properly when retrieved. If a document has been scanned,
but is illegible, please rescan the document before saving. When the image is saved it will be
available for viewing in the Electronic Patient Folder (EPF). The image will be time and date
stamped.

Document Image Scanner Toolbar

While in the document imaging system, move the mouse pointer over any portion of the toolbar
to receive a note which describes the function.
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Adding Pages to a Document Already Scanned

There may be instances in which one page of a document was scanned, and there is a need to
scan an additional document. If this occurs, follow the steps below.
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1. From the document image scanner screen, highlight the folder in which a page should be
added.

2. Click the white box with + signs inside.

3. This will bring the scan window screen back up.

4. Follow directions above to complete the scan.

Scanning from Patient Profile Print in Registration Workstation
(PPRF)

1. Go to Patient Profile Print (PPRF) in Registration Workstation

2. Type in a patient CPI number with a visit suffix

3. This will bring you to the Document Image Scanner Screen

4. Follow the scanning directions from above

Other options:
1. Type in PPRF (Enter)

2. Type in Account Number (Enter)
3. Select F-9 (This will take you back to the scanning mode)



Viewing Document List Function

You can view documents which have been scanned to the patient’s record as an

automatic display or optional display.

Automatic Display: This is an automatic display of an image, such as a driver’s
license/photo ID, insurance card or authorization card. The automatic display will occur
on various Registration Workstation screens. Below is a driver’s license which is
displayed from the CIPU Person Information 1 screen.
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Optional Display: In addition to the automatic display, a field called Doc List is
available. Doc List is only available in update functions CPIU, PATU, and INHU. If
viewing documents using this image, place an X beside Doc List, and press enter.




After pressing enter, the document image viewer will display all documents which have been
scanned into the patient’s account.
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Area Specific Process for Scanning

Different areas may scan different types of documents. Each area should decide which
documents will be scanned using ILE and which documents will be sent to HIM for scanning
into EPF.

When documents are scanned into ILE, the originals should be marked or stamped as scanned. It
is recommended that scanned documents be kept for a short period of time in case of interruption
of the scanning system. If interruption of ILE occurs, please notify Help Desk immediately in
order to ensure timely resolution of any problems. After the specified amount of time established
by your area, all documents should be destroyed.



