Administering the MayoACCESS Application

As a MayoACCESS administrator, you can perform the following tasks:
e Manage physician records
e Manage patient records
e Administer MayoACCESS users
o Customize the MayoACCESS application

The following topics provide information about each of these tasks.

Managing Physician Records
As a MayoACCESS administrator, you can perform the following tasks:
e Create physician records
¢ Change physician information
o Delete or inactivate physician records
o Merge and unmerge physician records

The following topics provide information about each of these tasks.

Creating a Physician Record
To create a physician record, follow these steps:

1. On the Master Files menu, click Physicians.

s e MayoACCESS"
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Administering the MayoACCESS Application

2. On the Physicians page, specify the information for the physician.

Physicians
Physician | ¥
Name (L F M) [Spock ] T Account | ¥ A
Tite (orMret) [ suffix(MDphDetd) [ e | ]
Address
| Provider £ |
City | ] DEA 2 |
sate [ zPcode[ License # | State | ¥
workt | E-Mail |
Work2 | Is Active
Home | [] Suppress Auto-Print Reports
& Fax | ¥ Medical Specialty | o
Sex Second Specialty |
DOB I— =] Do Not Use Site Defined Printer v
L“M E Deless Ehusicizn Comls Buslans Save Physician

3. If applicable, select a specialty from the Medical Specialty and Second Specialty drop-down
lists.

4. Click Save Physician to create the physician record.

Changing Physician Information
To change the information for a physician, follow these steps:

Note: You must belong to the Client Supervisor security group to perform this task.

1. On the Master Files menu, click Physicians.

FH] MAYO CLINIC M AGCESSW
C LABORATORIES Elyﬂ

““Patients | Orders | Results | User BNz W “System | Help |

i Batch OF(TEF-S—‘ '_Previous—‘ Log OI.IT i
Comments

New Order Custom Profiles
Merge Patients

Rapid Order e/l gl Qg g oy
i Short Lists
Order

2. On the Physicians page, select a physician name from the Physician drop-down list.
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3. Add or change information about the physician, and then click Save Physician.

Physicians
Required Fields . ePrescribe .
Physician ﬂ
Name
Name (L F M) Account I ﬂ ~
Title (Dr,Mr etc) |Dr- Hyde ~ NPI | ]
Dr. L. B. McCoy
Address |
City v DEA £ |
State Ly License # I State I ﬂ
workt | E-Mail |
Work2 I Is Active
Home I |:| Suppress Auto-Print Reports
& Fax I ﬂ Medical Specialty I o
Sex I . Second Specialty I
DOB I @ Do Not Use Site Defined Printer “
[ Mew physician [E] Delese Physician [ Copy-To Physicians e
] Users ] External Account Numbers = ¥

Deleting a Physician Record
To delete a physician record, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the Master Files menu, click Physicians.

[Ff) MaYO CLINIC
<"’ LABORATORIES

MayoACCESS’

Patients | Orders | Results | User Mooy System | Help | ["Batch Orders | Previous | Log Out |
Comments
Custom Profiles

New Order

Rapid Order [l IR CLEN)
Order

Merge Patients

Short Lists

Required Fields i

2. On the Physicians page, select a physician name from the Physician drop-down list.
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3. Review the information to confirm that you selected the physician record that you want to
delete, and then click Delete Physician.

Physicians
Physician I ﬂ
Name (LFM) |Dr. Hyde x | | Account | ¥ A
Tile (DrMret) [ suffic(MDPhDetc) [ et | ]
Address I
I Provider # I
Gity | ¥ DEA # |
state [ zpcode[ License # | State | ]
waorkl | E-Mail |
Waork2 I Is Active
Home I |:| Suppress Auto-Print Reports
&) Fax I ﬂ Medical Specialty I o
Sex Second Specialty I
Dm Do Mot Use Site Defined Printer v
[ Maw Bhysician < Physic ] Copy-To hysicians .
Users ] Exsemal Account Numbers = ]

Note: Physicians that are associated with test orders cannot be deleted. Instead you must
inactivate the physician record by clearing the Is Active check box.

Merging Physician Records

To merge different physician records into a single record for the same physician, follow these steps:

1. On the Master Files menu, click Physicians.

MayoACCESS’

["Orders [ "Results ™ User [ITMEST-I9" Sysiem | Help |"Batch Orders | Previous | Log Out |

Comments
New QOrder Custom Profiles
Merge Patients

L uRelc g Orderingo | Tesis™|
§  Short Lists
Order

2. On the Physicians page, select a physician name from the Physician drop-down list.

3. Select the correct record for the physician from the Merge With drop-down list.
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4. Click the Merge link.

Physicians
Physician I ﬂ
Name (L F M) | |K l— Account I ﬂ A
Title {Dr,Mr etc) lDr— Suffix (MD,PhD etc) l— MNPI I
Address I
I Provider # I
City | ¥ DEA & |
state [ zpcode| License # | State | ¥
workt | E-Mail |
Work2 I Is Active
Home I |:| Suppress Auto-Print Reports
& Fax I ﬂ Medical Specialty I ﬂ
Sex I ~ Second Specialty I ﬂ
DOB l— @ Do Not Use Site Defined Printer
~,
Report Auto-Printer I \
Merge With I ¥| Merge
Enable ePrescribing Status I W Registered Since I v
@ users ) Excmal Accouns Numbers

5. When prompted, click OK to confirm that you want to merge these records.

Message from webpage >

o Are you sure you want to merge?

Note: After the records are merged, the Merge link changes to Unmerge. If you need to
reverse the merge, click the Unmerge link.

Managing Patient Records

As a MayoACCESS administrator, you can merge patient records for the same patient. The original
records are retained, so if necessary, you can later unmerge patient records that have been merged.
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Merging Patient Records
To merge patient records into a single record for the same patient, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the Master Files menu, click Merge Patients.

MAYO CLINIC L
GT LABORATORIES M HVOACC ESS
Patients ders | Results ™ User [TERIISTEN ystem | Help Batch Orders | Previous | Log Out |

Comments

New Order Custom Profiles

Rapid Order derinfo | Tesis | Physicians sestions
i | Short Lists T

2. Onthe Merge Patients page, in the Patient text box, enter all or part of the patient's name, and
then click Search.

The patient records that match the characters that you entered are shown.
3. Select a patient record from the list, and then click the Mark for Patient Merge link.

Tip: If the Mark for Patient Merge link is not shown on the Merge Patients page, it is available
on the SmartMenu.

= TES T,PAT'ENT Prim. Phys: Dr.L.B. Mc_._
Merge Patlenis ID: C7234588-0... Female 04/22M977 S5N:
Patient |T95 Search Clear Patient Merge List
Mame D SSN DOB Gender City o]
TEST,PATIENT C72345858-000011 04/22/1977 Female ABERDEEN ~
TEST,PATIENT C72345858-000017 Female
i 042277 01/01/1880 Female
JR10000002 Male
JR10000003 Male
JR10000008 Male
JR1000000% Male (V]
JR10000010 Male
[1] Mark for Patient Merge

The following message is shown:

You are in Patient Merge Mode. Select the patient who will be merged
with Last Name, First Name and click the Mark for Patient Merge link or
click here to exit.

4. Select the duplicate patient record on the list, and then click the Mark for Patient Merge link
again.

A message is shown, indicating that the patient records have been marked for the merge
operation.

5. Click OK to continue.

Note: You can mark multiple patient records to merge by repeating steps 3 - 5.
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6. Click Patient Merge List to display a list of patient records that have been marked for the

merge operation.

; TEST,PATIENT Frim. Phys: Dr. L. B. Mc...
Merge Patlents ID: C7T234588-0... Female 04/22M977 S5N:
Select a Patient
Patient ITes Search Clear Patient Merge List
Name D SSN DOB Gender City Q
TEST,PATIENT C7234588-000011 04/22/1977 Female ABERDEEN il
TEST,PATIENT C7234588-000017 Female
| . 042277 01/01/1880 Female
JR10000002 Male
JR10000003 Male o
JR10000008 Male
JR10000009 Male
JR10000010 Male
[T Mark for Patient Merge

7. Select the set of records to merge on the list, and then click the Merge Patients link to start

the merge operation.

Patient Merge

View Patients Who Were

Patientl Search Clear (®) Identified to be Merged () Merged () Unmerged

Name Pat...|... |Name Pat...|... |Note User |Name Pat...|... |Name Pat...|... |Note User O

TEST,PATIC723<04/TEST PATF 2345 [— TEST,PATIC7 23 04/|TEST, PATIC7 234 —_—
~
v

Merge Batients [[] Unmark Patients ] Notes

8. On the Merge Detail page, compare the patient records to determine which record to keep,
and then click either Merge 1 to 2 or Merge 2 to 1.

Merge Detail

Patient 1: TEST,PATIENT Patient 2: TEST,PATIENT

D |C7234588—00 0011

D |C7234588-ODDU1 7

Phone # I

ssn |

Gender IFema le

DOB [04/22/1977

Address [1234 Hill St.

City [ABERDEEN

state |PA

Zip I

I Results to be Merged Results to be Merged
Date Number Status Q|Date Number Status Q

Phone = | ssi |
Gender |Female Doe |
Address |
|
city |
State | zip |

04/14/2010 | P1942663 Sent To Lab 07/26/2010 ‘P19454D7 |Not Sent To Lab
04/14/2010 |P1942664 Mot Sent To Lab A A
02/25/2015 8675309 Cancelled [
02/27/2015 |B675309-3 Sent To Lab
Result Text Result O |Result Text |Re5u\t
=< Cancel | Merge 1 to 2 Merge 2 to 1 I Unmerge

For example, if the patient information is complete and accurate in the first patient record, but
patient information is missing in the second record, click Merge 2 to 1. The merge operation
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copies the orders and results from the second record to the first record. The second record is
not deleted, but is no longer shown in the view for that patient.

9. When prompted, click OK to confirm the merge.

10. When the merge is complete, click OK.

Unmerging Patient Records

The merge operation merges the orders and results fro
record is not deleted.

m one record into another, but the second

Note: You must belong to the Client Supervisor security group to perform this task.

To unmerge patient records that have been merged, follow these steps:

1.

MAYO CLINIC
LABORATORIES

["Orders | Results | User

@

Patients Master Files [ G B [T

Comments
Custom Profiles
Merge Patients
Physicians
Short Lists

Ord. Phys:
Order #:
Acen #:

New Order

Repid Order (Sl CU Nl
Order

On the Master Files menu, click Merge Patients.

MayoACCESS’

e ——————— ——— ————

Batch Orders Previous | Log Out

Required Fields [l

2. On the Merge Patients page, click Patient Merge List.

Merge Patients

Prim. Phys:
S5N:

Select a Patient .
Patient I Search Clear Patient Merge List

Mame D S5M DOB Gender City
1234568 Femazle
08181987 08/18/1987 Male :
ooooo 01/19/1954 Male
0422 04/22/1977 Female
C7234588-000020 03/18/1989 Female
C7234588-000011 04/22/1977 Female ABERDEEN |
JR10000003 Male
JR10000004 Male (V]
JR10000005 Male

3. Click Merged to display patient records that have been merged.

Patient Merge

View Patients Who Were

Patientl Search Clear (O) Identified to be Merged (@) Merged () Unmerged

MName Pat...|... [Name Pat...|... |Note User MName Pat...|... |Name Pat...|... |[Note User 0

DOCUMENOD420104/ DOCUMENO818108, DOCUMENO420104/DOCUMEN 0818108,

TEST,PAT|C723404/ TEST,PAT]C7 234 TEST,PAT|C723404/ TEST,PATIC7234 I 1 A
W

Merge Patie: nmerge Patients (] Netes

4. Select the set of patient records to be unmerged, and then click the Unmerge Patients link.
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Patient Merge

View Patients Who Were

Patientl Search Clear () Identified to be Merged (8 Merged () Unmerged

Name Pat...|... |Name Pat...|... |Note User |[Name Pat...|... |Name Pat...|... |Note User CJ

DOCUMENO420104/DOCUMENDS818108, DOCUMENO420104/\DOCUMENDB18108,

TEST,PATIC723404/TEST,PATIC7 234 ~ |TEST,PATIC723404/TEST,PAT|C723¢ _— ~
W

Unmerge Patients ] Notes

5. On the Merge Detail page, verify that you selected the records that you want to unmerge, and
then click Unmerge.

Merge Detail
Patient 1: TEST,PATIENT:Active Patient 2: TEST,PATIENT :Inactive
(] IC?234588-DDUU11 (] IC?234588-0[IDD1?
Phane # | ssn | Phone # | ssn |
Gender [Female DOB |04/22/1977 Gender |Female DO |
Address [1234 Hill St. Address |
City |JABERDEEN city |
state |PA Zip | State | Zip |
I Results that were Merged Results that were Merged
Date MNumber Status Q|Date Mumber Status
04/14/2010 P1942663 Sent To Lab
04/14/2010 |P1942664 Not Sent To Lab A ~
07/26/2010 P1945407 Mot Sent To Lab (V] V]
02/25/2015 8675309 Cancelled
Result Text Result 0 |Result Text |Resu|t | (o]
<< Cancel Mergesiiond Henge @ tol Unmerge

6. When prompted, click OK to confirm that you want to unmerge these records.

7. When the unmerge operation is complete, click OK.

Administering MayoACCESS Users

As a MayoACCESS administrator, you can perform the following tasks:
¢ Add MayoACCESS users
e Change user information

e |nactivate a user
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Adding a User

To add a MayoACCESS application user, you must define the user and assign the user to a location
within a site. All steps for adding a user must be completed before the user can sign in to
MayoACCESS.

You need the following information for each user:
e Last Name, First Name, Middle Initial (optional).
e Email address.
o Level of access. See Step 12 for security group definitions.
e The account number to assign to the user if the client site has multiple accounts.

e The 3-letter abbreviation that Mayo Clinic Laboratories provided to you as a prefix to the User
ID.

To add a user, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the System menu, click Users.

() Yoraronies MayoACCESS’

- T T T T S R
Patients | Orders | Results | User | Masterries oo Batch Orders | Previous | Log Out

New Order

2. On the Users page, click the New User link.

Users
Users By Site I ﬂ (@) Site Name () Site ID [] Show Active Users Only
User Login | User Name | Search Clear
User Login User Name Lab Admin Active
L No Mo
P No Yes ~
y v
Edit User Edit Site Access
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3. In the User Information dialog box, in the Name text box, enter the user’s name as follows:

Last name, first name, middle initial (if available)

Mame (L,F MI) | Is Active

Skip Report Counting During Login

User ID | Require Password Change on Next Login

Is Auto-Printer User

MNew Password |

Oooede

Is External

Confirm Password | Access All Sites

<
L

Physician I Security Group

Email |

& Fax Mumber I

1«

Cancel Save

4. Enter a unique identifier for the user.

Use the 3-letter abbreviation that Mayo Clinic Laboratories provided to you as a prefix for the
User ID followed by the unique identifier for the user. For example, if the 3-letter abbreviation is
ABC and the user is John Smith, you can enter ABCSMITHJ.

Note: The 3-letter abbreviation is used only for setup. The user will not use the abbreviation to
sign in to MayoACCESS.

5. Enter a new password in the New Password text box.

Note: Your password must be a minimum of 8 characters and must contain uppercase,
lowercase, numbers, and special characters (except V).

6. Enter the same new password in the Confirm Password text box.

Note: The user does not need to know the user ID or password. The user ID and password
are used only for setup.

7. Enter the user’s email address. A business email address is recommended.
Note: The user will use the email address to sign in to MayoACCESS.
8. Verify that the Is Active check box is selected.

9. Click Save to save the new user information.
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10. In the User Site Access dialog box, from the Site drop-down list, select the site that you want

this user to access.

Select Sites This User Can Access

Site I‘

¥ @ siteMame (J SiteID

Select Security Group This User Will Belong Te For Selected Sites

Email Set Email

Security Group

3|

9 Fax Number ﬂ Clear Fax
Namespace Site ID Site Name Sec. Group Email Fax Number
C7234588 C7234588 ORDER ENTRY & F
N
v
Delste [1] Desglect all
[0 Log In As Selecred User OK Cancel

You can select more than one site for each user.

11. From the Security Group drop-down list, select the access that you want this user to have.

You can choose from the following security levels:

Security Group

Available tasks

Test Catalog

o Access the Directory of Services
The user cannot access client information or patient data.

This is the most basic role.

Test Catalog & Results

o Access the Directory of Services
e Access test results for assigned site

This user only needs access to test results.

Order Entry

o Access the Directory of Services
e Order tests

The user cannot access test results.

Order Entry & Results

e Access the Directory of Services
e Order tests
e Access test results

This is the most commonly assigned user security role.

Pathology Lab Reports

o Access the Directory of Services
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Security Group

Available tasks

Access test results, specifically supplemental reports or data,

for assigned site

This role is commonly used by physicians and pathologists for
placing orders.

Client Supervisor

Access the Directory of Services
Order tests

Access test results

Access test utilization reports

Set up new users in the application

The user who is assigned to this security role can act as an
administrator for the client site.

Note: If you want to selected multiple sites and want to select a different security level for each
site, select the site, and then select the security level for that site.

Important: Do not enter the email address on the User Site Access page. Duplicate email
address entries result in the user receiving duplicate notifications.

12. Click OK to save these settings.

A message is shown to indicate that site access was added for the user.

13. Click OK to continue.

14. To assign the user access to a location within each site, click the Edit Locations link.

Users

Users By Site I

User Login |

ﬂ (®) Site Name () Site ID [] show Active Users Only

User Name | Search

Clear

User Login

User Name Lab Admin

Mo
Mo
Mo

Active
Mo
Yes
Mo

Edit User

Edit Site Access
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15. In the Site User Location dialog box, from the Site drop-down list, select the site for this user.

Select a Site to Add Locations

I«

Site |

Select Location to Add

=

Locatien I

Always Allow Access to All Locations

User Locations

Locations

>0

16. Use one of the following methods to select the location that you want to enable the user to
access:

e Select the location from the Location drop-down list.
o Click the Always Allow Access to All Locations check box.
This gives the user access to all the locations for this site.
o Click the Add All Locations link. All the locations for this site are shown.
Note: You can give the user access to more than one location.
17. Click OK.

A registered user receives an email with an invitation to sign in to MayoACCESS. A non-registered
user receives an email with an invitation to register on mayocliniclabs.com.

Changing User Information
To change the information for a MayoACCESS application user, follow these steps:
Note: You must belong to the Client Supervisor security group to perform this task.

1. On the System menu, click Users.

@Y s Sirories MayoACCESS”

Patients | Orders | Results | User | Master Files B ] Batch Orders | Previous | Log Out |
|

Prim. Phys:
SSN:

USEIS“ i R
New Order facerk 0:

2. On the Users page, select a site from the Users By Site drop-down list to display the user
records for that site.

Tips:
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e Leave the Users By Site text box blank to search all files.

o Select Site Name or Site ID to display the list of sites by name or by site ID.

Users

Users By Site I

ﬂ (@) Site Name

() site ID

[] show Active Users Only

User Login I User Name I Search Clear
User Login User Name Lab Admin Active
- Mo No
Mo Yes
Mo Yes
Mo Mo
W
M= User (] Edit Locations (] Edit Security Question

Edit User

Edit Site Access

3. Enter some or all the characters for the user in either the User Login or User Name text box,

and then click Search.

The list of users that match the characters you entered is shown.

Users

Users By Site I ﬁ (@) Site Mame () Site ID

Search

[] Show Active Users Only

Clear

User Login IMMLM

User Name I

User Name

User Login

Lab Admin

Active

No
Mo

Yes
Yes

[ Mew User

(] Edit Locations

] Edit Secuuriry Questi

Edit User

Edit Site Access

4. Select the user record that you want to change.

5. To change the user name, the user ID, or the security access for the user, click Edit User.

6. To change the name or User ID for the user, enter the new information in the Name or User ID

text box of the User Information dialog box.
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Mame (L,F MI) |

User ID |

New Password |

OoOooOo®

Confirm Password |

Physician I

[

Email |

= Fax Mumber I

%

Is Active

Skip Report Counting During Login
Require Password Change on Next Login
Is Auto-Printer User

Is External

Access All Sites

Security Group

=

[7] Edit Site Access

Cancel Save

7. To change the site that the user can access or to change the security access for the user, click
the Edit Site Access link in the User Information dialog box.
8. To change the site that the user can access, select the desired site from the Site drop-down
list in the User Site Access dialog box.
Select Sites This User Can Access
Site | ¥ @ SiteName () Site ID
Select Security Group This User Will Belong To For Selected Sites
Email Set Email
Secunty Group ﬂ
& Fax Mumber ¥ Clear Fax
Namespace Site ID Site Name Sec. Group Email Fax Number
C7234588 C7234588 ORDER ENTRY & K
[ Delete [0 Deszlect All
m 2o 2 0K Cancel
9. To change the security access for the user, select the desired security level from the Security
Group drop-down list.
10. Click OK to save the changes.
11. Click Save to apply the changes and to close the user record.

Inactivating a User

User records cannot be deleted, so you must inactivate a
accessing the MayoACCESS application.

user if you want to prevent that user from

Note: You must belong to the Client Supervisor security group to perform this task.

To inactivate a user, follow these steps:

1. On the System menu, click Users.
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MAYO CLINIC
LABORATORIES

Orders | Results | User | Master Files

@

MayoACCESS’

“Help " ‘[Batch Orders | Previous | Log Out |

r

Users'“

Patients |
Ord. Phys:

Prim_ Phys:
Oroec 1D: SSN:

New Order

2. To display the user records for that site, select a site from the Users By Site drop-down list on
the Users page.

Tips:

e Leave the Users By Site field blank to search all files.

o Select Site Name or Site ID to display the list of sites by name or by site ID.

Users
Users By Site I ﬂ (@) Site Name () Site ID [] Show Active Users Only
User Login I User Name I Search Clear
User Login User Name Lab Admin Active
- - Mo MNo
Mo Yes
Mo Yes
Mo Mo
v
Edit User Edit Site Access

3. Enter some or all the characters for the user in either the User Login or User Name text box,

and then click Search.

4. From the list of users that is shown, select the record for the user that you want to inactivate.

Users

Look Up User By

Users By Site I ﬂ (®) Site Mame () Site ID [] show Active Users Only
User Login IMMLM User Name I Search Clear

User Login User Name Lab Admin Active Q

- - [ - No Yes
No Yes A
W

Meuw User (] Edit Locations 1] Edit Security Question
Edit User Edit Site Access

5. Click Edit User.
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User Infermation Required Fields
Name (L,F MI) [ ISTECHEE
[] skip Report Counting During Login
User ID I - [[] Require Password Change on Mext Login
New Password I [] 1s Auto-Printer User
[ 1IsExternal
Confirm Password I Access All Sites
Physician I ﬂ Security Group ﬂ
Email I .
& Fax Mumber I ﬂ
(] Edit Site &
Cancel Save

6. Inthe User Information dialog box, clear the Is Active check box, and then click Save.

Customizing the MayoACCESS Application

As a MayoACCESS administrator, you can customize the MayoACCESS application for your users by
performing the following tasks:

e Creating comments
e Creating a custom profile

e Creating a list of frequently ordered tests

Creating Comments

You can create comments that users can select when they perform certain actions within the
MayoACCESS application. The following figure shows example comments that are displayed when
you click the Report Notes link on the New Order page:

[Sclectacomment  Required ricids [l
1l
RN Callback when resulted

Other
Other | p| EASE FAX REPORT TO: (555)555-5555

oK Cancel

Note: You must belong to the Client Supervisor security group to perform this task.
To create a comment, follow these steps:

1. On the Master Files menu, click Comments.

MayoACCESS®

Master Files [SESEAC NN T [“Batch Orders | Brevious | Log Out

New Order Custom PmmS

Merge Patients
Rapid Order i oo Ik

Short Lists

ufeder,
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2. On the Comments page, click the New Comment link.

Comments

Type W Search Clear
Comment Code Type Active |[Q
Callback when resulted Order Entry Comment Yes
PLEASE FAX REPORT TO: {555)555-5555 Order Entry Comment Yes ~
THIS IS A TESTING COMMENT Order Entry Comment Mo
v

Comment I

Code I

Type

Mew Comment

3.
4.
displayed.
5. Click Save Comment.

In the Comment text box, enter the comment that you want to add.

From the Type drop-down list, select that activity for which you want the comment to be

To change a comment, select the comment, change the comment, and then click Save Comment.

To inactivate the comment, select the comment, and then click the Inactivate Comment link.

Creating a Custom Profile

You can create a single code to group multiple tests. This single code is called a custom profile. You
can use a custom profile to save time when you frequently order the same tests together. You can
create, change, or delete a custom profile.

Notes:

e Custom profiles cannot be used for interfaced orders.

¢ You must belong to the Client Supervisor security group to perform this task.

To create a custom profile, follow these steps:

1. On the Master Files menu, click Custom Profiles.

Patients | Orders | Results | User |

MayoACCESS’

System | Help

Batch Orders

Log Out

= | ey
Master Files Previous

Comments
Custom Profiles
Merge Patients
Physicians
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2. On the Custom Profiles page, click the New Profile link.

o o kW

Custom Profiles

Custom Profile Name I Search Clear
Profile Name Profile Description Q
Berry Allergen Panel Berries |
]
W

Profile Name I

Profile Description

5 Mo ot 4™ [ Dolete i

In the Profile Name text box, enter a name for the custom profile.

Optional: In the Profile Description text box, enter a description for the custom profile.

Click Save Profile.

Click the New Component link.

Custom Profiles

Custom Profile Name I Search Clear
Profile Name Profile Description Q
Pet Allergen Panel Domestic animals |
~
W
Profile Name |PetAIIergen Panel Profile Description |Domestic animals
Mew Brofile [E] Delete Profile Saye Profile
Profile Components
Test Code Test Name Performing Lab @]
EPIP1 Epithelia Panel & 1 Rochester Campus ~
EPIP2 Epithelia Panel # 2 Rochester Campus )
Keyword || ﬂ
[l New Componger 4= [ Delece Comooners & Dire = Save Gomponen

Enter the test name, test code, or test mnemonic in the Keyword text box, or select the test

from the drop-down list.
Click Save Component.

Repeat steps 7 - 8 to add tests to the

custom profile.

Note: If you do not click the New Component link before you add a test, the selected test

replaces the current test.
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To delete a test from a custom profile, highlight the test and click the Delete Component link.

To delete a custom profile, highlight the profile and click the Delete Profile link.

Creating a Short List of Frequently Ordered Tests

You can create a list of frequently ordered tests. This list is called a short list. The short list is shown
on the New Order page and enables you to quickly select a test, rather than look it up. Short Lists can
be created for and organized by site, physician, or specialty.

Note: You must belong to the Client Supervisor security group to perform this task.

To create a short list, follow these steps:

1. On the Master Files menu, click Short Lists.

Y M Saronies MayoACCESS’

Patients | Orders | Resuits | User o System | Help
Comments

New Order ‘Custom Profiles
Merge Patients

Physicians

I —
Batch Orders | Previous

Log Out

2. To add atest, click the New Item link on the Short Lists page.

Short Lists
Short List Type 5
(®) Site () Physician () Specialty Mumber of Items |25
ﬂ Include Items by Frequency
Use Sort [ ]

Short List Lab Filter I ¥ (@ Test Short List () ICD-3 Short List () ICD-10 Shert List
Test Inclusion Option Usage Lab ]
Alpha-1-Antitrypsin, 5 Include Based on Usage 6 Rochester Campus ~
Ibuprofen (Motrin, Advil, Muprin) Include Based on Usage 3 Rochester Campus
TESTING TEST Group 3 VMA Include Based on Usage 1 Rochester Campus
WM& and HYA, Pediatric, U Include Based on Usage 1 Rochester Campus
testing test 1 Include Based on Usage i Rochester Campus W)

Selected Test I ﬂ () Code (® MName () Mnemonic
Include I W UUsage M
TR

3. Enter the test name, test code, or test mnemonic in the Selected Test text box, or select the

test from the drop-down list.
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4. From the Include drop-down list, select when the test is displayed in the short list.

The available options are as follows:

Option

Description

Include Based on Usage

Tests are shown based on how frequently they are ordered.

Always Include

The selected test is always shown in the short list.

Never Include

The selected test is never shown in the short list.

5. Click Save Item.

To delete a test from the short list, select the test that you want to delete and click the Delete Item

link.
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