Print2Q Job Aid

Overview Print2Q is a virtual printer which operates in the background of
HealthSource allowing the User a highly efficient way to capture large
volumes of records without needing to be currently in a specific
request.

While records are being printed to this “queue”, Users can work on
other requests eliminating downtime associated with waiting for
records to print into HealthSource. At a later time, Users can access
the queue to match compiled records with their appropriate request.

Requests in Records are

Records are

i HealthSource matched with
prlgtﬁg E:i': the are placed in requests,
Ciox Printng Status: Pending reviewed and

Print2Q submitted

Printing Complete the following steps in the EMR to print using Ciox Print2Q.
Records with Step | Action
\‘,’I'I?t’:l;rl',“rfﬁ?e ) 1 | Identify the request that is Ready to be Fulfilled, that
requires large volumes or high page count of records to be
attached.
2 While the request is open, locate the requested patient
records.
3 Se'!ect Print.
“Nete! This step may vary depending on the EMR.
4 Choose Ciox Print2Q from the dropdown of available

printers then click Print.

Print x

Properties Advanced Help @

Printer: | HealthSource SecureCapture

<

U] Print in grayscale (black and white) [ Save ink/toner @

Scale: 100%
Pages t HealthSource SecureCapture

@) All |HealthSource TrayApp Printer (HPS) 8.5x 11 Inches
Microsoft Print to PDF
Microsoft XPS Document Writer
OneMote (Desktop)

faocS OneMote for Windows 10
Snagit 11 v Booklet

Page Setup...

Records will be available in the Bulk Fulfillment screen in
HealthSource after printing has finished.

continued
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Print2Q Job Aid, Continued

Fulfillment of
Requests to
use Print2Q

|

*Note!

Bulk
Fulfillment
Icon

When Records are printed, Complete the following steps in
HealthSource to fulfill a request to use Print2Q.

Step | Action
5 Place the same request in status: Pending Print2Q by
completing the following steps.
Step Action
a Click the Pend Icon.
O ® M Mm@ S5 o
b Select Print2Q from ~Pend Reason
the Pend Reason
drop down menu. Print2Q v
C Enter any applicable comments in the
Comments field.
d Click Pend and Close or Pend and Next.

Requests pended with Print2Q Reason, will expire in 24 hours and
move back to “Ready to Fulfill” Status.

The Bulk Fulfillment icon is located at the top right of the HealthSource

O=OIMTH QO O

If... Then...
no records are printed or in | lcon will display greyed out. No
the process of being printed. | number will be displayed, and Bulk
Fulfillment cannot be accessed.

=)

=

records are in the process of | Icon number displays orange.
being printed by Print2Q.
1

=l

records have successfully | Icon number displays green.
printed from Print2Q.
=o

The number next to the icon indicates the number of files which have
been or are in the process of printing by Print2Q.

continued
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Print2Q Job Aid, Continued

Bulk
Fulfillment
Screen
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The Bulk Fulfillment screen is accessed by clicking the Bulk

Fulfillment icon Eo
Step | Action
1 Click the Bulk Fulfillment icon to open the Bulk
Fulfillment screen.
2 Match the record file(s) with the request. Drag the record

file(s) from the left side of screen to the corresponding
request on the right side of screen. Dragged files always
get added to the right side of any existing files.

s 0
Tt

Double clicking the record files on the left of screen will
bring up a preview window of the file.

Bulk Fulfillment.

‘Attach Medical Records by selecting and moving Files.

Files printed with Print2Q
virtual printer

- Requests in status Pending: Print2Q

Draggable Fies

Pages:7

Records File
12342022210133449.pck

tab

Patient Name: Candy Cane
Patient DOB: 02/10/1964
Patient DOS: 02/28/2015 - 02/28/2020

eRequest ID: 47135570
Site: 67232 - Clarity Training Demo

Open / Close the
Drag and Drop field

Advances request to next

status / milestone

Patient Name: Tim Toolbelt
Patient DOB: 06/13/1967
Patient DOS: 05/04/2020 - N/A

eRequest ID: 48628658
@ Site: 67232 - Clarity Training Demo

Brings you to Request Search with Print2Q

Review submitted by me filter applied

LY Print2Q Review

continued



Print2Q Job Aid, Continued

Bulk Step | Action

Fulfillment 1 Click either Submit to Review or Fulfillment Submit
Screen, 5 P
continued Siee: 67232 - Clarity Training Demo Total Pages: 14

Submit to Review v

Submit to Review will change the status of the request to
Pending: Print2Q Review. (See Print2Q Review section
of this document for further detail.)

2 Up on selecting Fulfillment Submit, a pop up will occur to
Confirm or Cancel the Request Submission.

Confirm will advance the request to the next
milestone/status of the standard workflow.

Submit Fulfillment ®
~ *Date Range: 08/01/2022 [#] 08/08/2022 ®]
Requested * Record Types Retrieved
+| Retrieved All
# CTsn v]
Add Record Type:
chan i

Upon Confirming Successful Medical Record
Transmission will be indicated to the Users.

o SUCCESS! ®

Request 117895054 has been transmitted
successfully.

! Do not attempt to Logout of HealthSource when the Medical Records
. are being transmitted to avoid loss of work.
*Note/

Warning! @

Medical Record Transmission is still in progress.

Are you sure you want to logout?

Continued
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Print2Q Job Aid, Continued

Print2Q
Review

/

*Nofe!
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When the Submit to Review button is clicked from the Bulk
Fulfillment screen, the request will be placed in status: Pending
Print2Q Review.

All standard fulfillment functions including (adding/removing records,
adding comments, submitting, exceptions, indicating reasons for
PAYD partial retrieval etc.) can be performed while the request is in
this status.

Requests in status: Pending Print2Q Review can be located from the
request search screen by applying Status Reason filter Print2Q
Review or from the Print2Q Review button located bottom right on the
Bulk Fulfillment screen.

Bulk Fulfiliment
ATaCh Medcal Recoeds by SeleCtng and maving FIes

Request Progress
. Draggatie Files L E~
Milestone and Status: - ahncues 0 —

[=] All v

Status Reason:
[=] Al v

[ ] Offsite Copy Service
[ ] Patient In-House et 91357
[] Physician Approval e
[ | Print2Q )

Print2Q Review P l
[] Recall Authorization oo |

‘Subenit 1o Review =

Print2Q Review button will display requests in status Pending
Print2Q associated to the User who submitted the request.

Continued



Print2Q Job Aid, continued

Artifact Fetch When corrupted files are identified by the printer, there appears a
Failed Error  Corrupted Files Warning pop up that allows the Users to Review the
files or Delete all Corrupted Files found.

(D HEALTHSOURCE & AN A W—— ) ~020MQ 0

Bulk Fulfillment
Attach Mecical Records by select

Oraggable s (L

(o | e

By clicking “Review”, the output folder opens in the taskbar and can be
navigated to review the files.

< | output
Home | S View
5 1 cut 77} New item ~ Open | select all
\_] >< = v
c £ Easyaccess ~ Edit Select none
Pinto Quick Copy Paste Move C Delete Rename  New Properties )
access Paste shortcut to - folder s o History Invert selection
Clipboard Organize New Open Select

’r‘l » ThisPC > Local Disk (C:) > Users > <sBuw#a- > .unity-trayapp > print2q > output

Name - Date modified Type
o Quick access
=) CA agent workflow (002)_2022926104614

Adobe Acrobat Docu... 256 KB

B Desktop )
=] Johndoe_2022928124614 Adobe Acrobat Docu. 1,024 KB
& Downloads
* Documents
& Pictures

By clicking “Delete All Corrupted Files”, all the files from the output
folder will be deleted and the action cannot be undone.

! Corrupted files will not be shown on the Bulk Fulfillment Draggable

, File Section
LQNOfe_f
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