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WORKFLOW MANAGEMENT OVERVIEW

The Workflow Management application in AuthorSpace gives you the ability to automate and track the
workflow process for adding or modifying content in your environment. With Workflow Management,

you will be able to:

Define workflow steps for the approval process
e Identify content associated with each workflow
® Assign resources, duration, and start dates for each of the approval steps

e Automatically generate Welcome e-mails to the assigned resources to let them know that they

have a task to perform
e Monitor and report on the progress in approving each piece of content
o Modify active workflows to match changes in resources or schedule

e Reuse a workflow the next time you want to review content, making modifications to any part of

the workflow definition as needed

For each piece of content in review, when one step in the process is completed in Workflow Manage-

ment, the next step in the process automatically starts.

With Workflow Management, you will no longer have to rely on spreadsheets, send e-mails, and make
phone calls to find out where you are in the process. Issues in the process are immediately identified so

you can, if necessary, take corrective action.
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CREATING WORKFLOWS
On the Workflow List page you can perform any of the following actions:
e Add a new workflow
e Edit an existing workflow
e Copy an existing workflow to create a new workflow
e Assign content to an existing workflow that has all required fields defined

e Delete workflows that do not have activated content

Workflow List

When you launch Workflow Management from AuthorSpace, the first page you see is the Workflow tab.

On this page, you can create new workflows and make modifications to existing workflows.

Workflow Management

Track Progress People Step Management

Workflow List

Cardiology Assign Content Copy | Delete
Emergency Medicine Assign Content Copy | Delete
Pedialrics Assign Content Copy | Delete
Pulmanary Assign Content Copy | Delete
Surgery Assign Content Copy | Delete

Click New Workflow to create a new workflow.

Open an existing workflow by clicking on the workflow name. Hospital Administrators or Environment
Managers or Administrators will be able to create and edit workflows. Other AuthorSpace users can only

view the workflow definition.

Workflow Definition

When you create a new workflow you are presented with a blank workflow definition page with

the fields Workflow Name and Notes, and a grid that initially displays four blank workflow steps.

Enter a unique workflow name to describe the workflow. A workflow name is required. Notes
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are optional.

Workflow Steps

For each step in the workflow, enter a step name and duration. The step name must be unique for this
workflow. Duration is for calendar days, including weekends and holidays. If your process requires more

than 4 steps, click Add a Step. There’s no limit to the number of steps in a workflow.

Click Save to save additions and changes you have made to the workflow. When you click Save, missing
elements are indicated in a message on the page and any step that has no information will be removed

from the Step grid.

Workflow Management

Workflow Track Progress People Step Management

New Workflow
Workflow Name: | New Workflow

In order to Assign Content your workflow
Notes: - must have the following:

= Must define at least one step

Step1 Step Hame Duration
Days Ao Assian People [-& Add Welcome Memo

Step 2 Step Name Duration
Days Lo Assian Peaple Add Welcome Memo

Step 3 Step Name Duration
Days o Assion People [~g Add Welcome Memo

Step 4 Step Name Duration
Days e Assian People Add Welcome Memo
e

Assign Users and Step Owner

For every step, you will need to assign at least one AuthorSpace User or ViewSpace Reviewer. There is no

limit to the number of people you can assign to a step.

Click Assign People to bring up the Assign People to Step page. After adding a person to the step, the link
on the step changes from Assign People to Edit People.
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Assign People to Step

search people

GO+ e oo

Existing

|| Last Name.a | First Name | E-mail Address | Role

.. | First Na... | E-mail Adaress | Role

| Step Owner

1 Andersen Nancy nandersoni@oynx.com User Adams Felicia @gmaiizom  Reviewer

| Dough Jane i Y omal oo User Conner David 2 Pava User =
Fisher Gerald of @omai.com Reviewer Garcia Laura ao12 € Reviewer
Hackett Monica ;T ~nTy Reviewer Rockwell Jim Radford @ oaivat L || ser @

| Hunter Joseph i o Reviewer

| Johnson Brianne (it o Reviewer

| Leeds Marcus il User
Zimmer Lisa (F Reviewer

|

If the Reviewer you are looking for has not been defined, you can create the person here.

Assign People to Step

search people

oy [

Step
First Mame: John . | First Na... | E-mail Address | Role | Step Owner
Last Name: Doe [[] Adams Felicia fadameZymal.oom Reviewer
£ mail o Te—— Conner David User @]
= Garcia Laura g Reviewer
Rockwell  Jim ratrrdaaetran 1| (lser (@]
Existing
‘ | Last Name. | First Name E-mail Address
Andersen Nancy nandersonEoyni el User -
Dough Jane ifrmgh@nmal cory User H
Fisher Gerald ghisherg Reviewer
Hackett Monica 2Ly . Coin Reviewer
Hunter Joseph jhunier@zynncom Reviewer -

You can optionally designate an AuthorSpace User as the Step Owner. This person will have the authority
to indicate that the content has completed this step. Hospital Administrators or Environment Managers

or Administrators can complete steps without being designated as a Step Owner.

Welcome Memo

When a step starts, the assigned Users and Reviewers can receive an e-mail listing the content that they
have been assigned. The Welcome Memo in the workflow step allows you to define a customized subject

and message. Standard text formatting is available when creating your Welcome Memo. In the welcome
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e-mail, your message will appear before the content list when the content has started this step.

Welcome Memos are optional.

Welcome Memo (X

Send an e-mail to assigned people at the start of Step 1

Step: Initial Custamization
Subject; Cardiology order sets to be customized
Message: Arial *+ B I U A A A% === @ =B

Please begin customizing the following order sets as per our style quide process

Completing the Workflow Definition

Before you can assign content to a workflow, all required fields must be filled in. For each step, the

required fields are: Step Name, Duration, and Assign People.

At any time while creating a workflow, you can click Save. After saving, you will see a message on the
workflow page indicating any missing items required in order to assign content. Content can only be
assigned and activated on completed workflows. You will also note that the Assign Content button or link

is not active until all required fields for all workflow steps have been added.

A completed workflow must have at least one step and each step must have a unique step name. Each

step must also have a valid duration and at least one user or reviewer assigned to it.

Copying a Workflow

To make a copy of a workflow, click the Copy link on the Workflow List page. This creates an exact copy of
the workflow definition, including steps, duration, assigned users, and welcome memos. Click the new
workflow link on the Edit Workflow page and change the Workflow Name. You can make other modifica-

tions to the new workflow definition and then assign content.

Deleting a Workflow

You can delete a workflow only when it has no activated content. The link is disabled if the workflow has

activated content. For a selected workflow, click the Delete link on the Workflow List page.
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If your workflow has activated content, the Delete link is disabled. To enable the Delete link, you must
first remove all the activated content. Use the Track Progress Content View to remove the content from

the workflow.
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ASSIGNING AND ACTIVATING CONTENT
There are two ways to get to the Assign Content page for a workflow:
® C(Click the Assign Content link on the Workflow List page

® C(lick Assign Content from the Edit Workflow page
The Assign Content link and button are disabled if the workflow definition is incomplete.

Select Content

On the Assign Content page is the list of folders where your content lives in AuthorSpace. When you
select a folder, the order sets and plans of care display in the Content List pane. Select the content you
want to activate and move it to the Assigned Content pane by clicking Add to Workflow. You can remove

content by clicking Remove from Workflow.

Once you are happy with the content selected in the Assigned Content pane, the next step is to select the

start date to begin the workflow process.

Workflow Management Q@rep  Qcose

Track Progress  People  Step Management

Assign Content Select Start Date > Activate |

Cardiology - Assign Content ‘

Assign single or multiple content to Workflow

Assigned content will not be
saved until you activate.

Folder List Content List
(=] Our Content ‘ Type | Status
:_j Emergency Medicine D Abdominal Aortic Aneurysm Repair - Discharge Order Set Review 1
:-ﬁ Fediatrics [] Abdominal Aortic Aneurysm Repair - Hospital Precperative Order Set Review 1
= :‘j Surgery |:| Abdominal Aertic Aneurysm Repair - Postoperative Order Set Draft 1
|:| Corenary Artery Bypass Graft Surgery - Starter Order Set (based on Hospital Pr...  Order Set Review 1
D Heart Failure — Systolic - Starter Order Set (based on Admission to ICU) Order Set Review 1
|:| Heart Valve Replacement - Starter Order Set (based on Hospital Precperative) Order Set Review 1
Assigned Content
| Content a | Type | Status | Versi...
|:| Cardiology Chest Pain — Low Risk - Admission to ICU Order... Draft 1
[[] cardiology Chest Pain - Low Risk - Admission to Observation Order . Review 1
[C] cardiology Heart Failure — Diastolic - Starter Order Set (based on Admissi... Order... Draft 1

Return to Workflow List | Select Start Date

Select Start Date and Activation

On the Assign Content page, click Select Start Date and the Select Start Date page appears. Choose the

date to start the workflow process. Each step of the workflow is shown with its start and end date calcu-
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lated based on the start date just selected and the durations entered as part of the workflow definition

process. You can use different start dates to go through what-if scenarios.

You can choose a date in the past. This is useful if you are migrating content going through your current
process outside of the Workflow Management application. When you backdate the start date, any steps
with an end date prior to today will be marked as completed on that date. Any steps with a start date
prior to the current date will be marked as starting on that date. Welcome e-mails are not sent for any

steps started when you backdate the activation.

Click Activate to start the workflow process. You will get a message on the Workflow Activated page and

a link to the Track Progress tab.

Workflow Management

Track Progress People Step Management

Assign Content Select Start Date

Workflow Activated
Your Emergency Medicine workflow has been successfully activated!
Click Track Progress to monitor/edit'export your workflow(s ).
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TRACKING PROGRESS

After you have activated content, click the Track Progress tab to monitor the progress of content through
the workflow. The default graph view displays all active workflows and progress made in the workflow.
The grid view on the bottom part of the page defaults to the Content View. The default Content View
includes activated content that is In Progress, Late, or Blocked.

Workflow Management

Workflow People Step Management

I Reset View

ok, Export
View by: Workflow Status "

. Click 1o filter by status
Cardiology %, e 3 (38%) 1(13%)

Emergency Medicine [l 2 (33%)

Pediatrics 6 (86%)

Workflows

Not Started

Groups: Expand | Clear all fiters  Filters: 3 Status

People View

Planned Start | Planned End Actual Start Actual End

{  Page 1jpf1 B B Displaying 1- 11 of 11

There several filter features on this page to narrow and change the view.

Workflow Status with Content View

Clicking on the Workflow Name (for example, Cardiology) will display the Step Graph with the steps for

the workflow. The content view will display all activated content for the workflow.
Clicking the following screen elements refreshes the content view:
- Workflow Status Bars:
o In Progress (green bar) displays In Progress content for the selected workflow
o Late (red bar) displays Late content for the selected workflow

o Blocked (rust bar)displays Blocked content for the selected workflow
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o Completed (purple bar) displays Completed content for the selected workflow
o Not Started (gray bar)displays Not Started content for the selected workflow
- Legend Status Bars:
O In Progress (green bar) displays In Progress content for all workflows
o Late (red bar) displays Late content for all workflows
o Blocked (rust bar) displays Blocked content for all workflows
o Completed (purple bar) displays Completed content for all workflows
o Not Started (gray bar) displays Not Started content for all workflows

Step Status with Content View

The default view for the Step Status graph displays the status of all steps for all workflows. When a single
workflow is selected, the steps are listed in sequential order. When the context is all workflows, the steps

are listed in alphabetical order. The default is to view all workflows, as shown here:

Workflow Management (7 I .echse

Workflow People Step Management

*1Reset View ok, Export
View by: Step Status

o Click to filter by status
Board Approval

Comitae Approval W
Initial Draft 16 (76%) [ inProgress
a Pharmacy Review 3 (14%) 7 (33%) _
2 Not Started
Physician Review 3 (14%) 3 (14%)
-
Groups: txpand | Collapse Clea =r= Filters:
People View
Content Planned Start | Planned End Actual Start Actual End
& Workflow: Cardiology [
Abdominal Aortic Aneurysm Repair - Discharge Initial Draft Completed View 07082011 07122011 07/08/2011 071122011 ‘ﬂ
Folder: Cardiology
Content Status: Review
Remove Pharmacy Late Edit"Vigw 07132011 07i18/2011 07201
Review [1 days]
Physician Mot Started Edit/Vigw 072011 08/02/2011
Review
Board Approval Not Started Edit"View 08/03/2011 08/05/2011
I4 | Page 1lof2 b Bl Displaying 1 - 50 of 84
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The view for a single workflow is shown here:

Workflow Management @ e cose
Workflow People  Step Management
= Reset View ok, Export

Click to filter by status

Initial Draft 2 (29%) 1(14%) 4 (57%) _

Pharmacy Review 2 (29%) 2 (29%) _
w
2 Physician Review 2(20%) [ In Progress
2 Committee Approval
o Mot Started
p
o
2
in

-
Groups: Expand | Collapse Clear all fiters  Filters: 3 Workflow

Peaople View

Actual Start Actual End

Status Planned Start | Planned End

Content

B Workflow: Pediatrics

AppendicitisiAppendectomy — Pediatric - Hospital Initial Draft Completed View 07/04/2011 oTioazo1 07/04/2011 07/08/2011 |ﬂ
Preoperative
Folder: Pediatrics

Content Status: Review Pharmacy Completed View 07/08/2011 0752011 07/09/2011 07152011
Remove Review

Physician In Progress EditMVisw 07THE2011 07/28/2011 071872011

Review [2 days leff]

Committee Not Started Edit/Vigwy 07/30/2011 08/01/2011

Approval

Displaying 1 - 28 of 28

'R | Page 1jof1 '

Clicking the following screen elements refreshes the content view:

- Step Name displays content for this step with any status

- Step Status Bars:
o In Progress (green bar) displays In Progress content for the selected step
o Late (red bar) displays Late content for the selected step
o Blocked (rust bar) displays Blocked content for the selected step
o Completed (purple bar) displays Completed content for the selected step
o Not Started (gray bar) displays Not Started content for the selected step

- Legend Status Bars:
o In Progress (green bar) displays In Progress content for all steps for the workflow(s)

o Late (red bar) displays Late content for all workflow steps for the workflow(s)
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o Blocked (rust bar) displays Blocked content for all workflow steps for the workflow(s)

o Completed (purple bar) displays Completed content for all workflow steps for the work-

flow(s)

o Not Started (gray bar) displays Not Started content for all workflow steps for the work-

flow(s)

You can hide the graph by clicking on the » in the middle of the blue bar. This will hide the graph and dis-
play the grid in the full screen. To bring back the graph, click any part of the blue bar.

Content View

The Content View displays activated content grouped by workflow. Click the + next to a workflow name
to expand and display the content for that workflow. By default the grid view shows activated content fil-
tered by step status of In Progress, Late, or Blocked. You can use the Workflow Status or Step Status
graph to re-filter the content as you desire. See the preceding list for details on what filters can be

applied using the graph.

Click the Expand link to expand all workflow groups. Click the Collapse link to collapse workflow groups.

Workflow Management @ren Qoos:
Waorkflow ro People  Step Management
= Reset View ok, Export
View by: | Workflow Status v
iich 1o fiter by status
Cardiology [ESIRGES] 1(13%)
Emergoncy Modicine LR 3 (50%) __
Podistrics = Preomss.
% Not Started
=
a
Groups: © |Colapse Ckaral fit=rs Filters:

Planned Start | Planned End Actual Start Actual End

ADJOMINI ADTTIC ANBUTYSM REPAIT - IScharge Inal Oraft Complzted View oFioarzon ornaoom 07082011 ormazm
Foler: Cardioiogy
Content Status” Revew
Bemove Pharmacy Late Ediiew orrzon Lerfi T o780
Review 0 oays|
Physicion Wot Startsd EdifView o7HERI DAN2E01
Review
Board Approval  NotStartad EdifView 0202011 084052011
{ 4 pPsod 1fpr2 P M Dislaying 1 -50 of B4
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You can remove all filters to see all steps for activated content by clicking the Clear all filters link. Individ-
ual filters can be removed by clicking the X preceding the filter name. Place the cursor over the filter

name to display the filter values applied.

Groups: Expand | Collapse Clear all fiters Filters: tatus ( E Planned End
Content View People View

The Content View below displays all the steps for the content and the individual step status. The current

step (In Progress, Late, or Blocked) is outlined in color according to its status.

Groupe: Expond | Colbepaa Claar al fiters  Fillere:
[‘Contntiew | _pecpis view

Content | Status |Peunb | Planned Start | Planned End |hctual Start | Actual End
B Warkflow: Cardiclogy
Abdominal Aortic Aneurysm Repar - scharge Initial Draft Completad Wiew o7nazn [ibedeinih] 07032011 ITAZZ01
Foldar: Cardiology
Content Statuz: Revew L
Remavz Pharmacy Lale EitviEw T 32011 ik RN ATHHZON =
Review [1 days]
Physician Hoi Sfarted Edit/\iew 07192011 08022011 P
Review
Board Agorovel Mot Slaried Edithizw Damaani Lansani
Chest Pain - Low Risk - Admis=zion To ICU Iitial Dratt Compieted Wi 0701 07N zEom 0Ti0a201M ITA2zen
Folder. Cardiclogy
Conlent Status. Oratt
[ Pharmecy Biocksd EditiViz o7 17132011
Revisw
Phyaizian kot Started Edtiizw 0720201 a2z
Raview
Board Approval Nl Siared Eitiview DEM3E0TT LamSEm1
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The Content View is always grouped by workflow. The workflow name is shown in the dark blue bar and

indicates the start of the group. Here is a list of the columns in this view:

Content name, its folder path and current status. Hospital Administrators
Content or Environment Managers or Administrators can remove content from the
workflow by clicking Remove.
Step Step name
Status Step status
Link to view or edit the AuthorSpace Users and ViewSpace Reviewers cur-
rently assigned to the content for this step. Hospital Administrators or Envi-
People ronment Managers or Administrators can add or remove users assigned to
the content for this step. This does not alter the workflow definition.
Date this step is/was currently scheduled to start. Hospital Administrators
or Environment Managers or Administrators can edit Planned Start Dates
Planned Start
for steps that have not yet started. Available dates are limited by the
planned end date for the step.
Date this step is/was currently scheduled to end. Hospital Administrators

or Environment Managers or Administrators can edit Planned End Dates for

Planned End
steps which are In Progress, Late, or Blocked. Available dates are limited by
the planned dates for the following step.

Actual Start Date the step started.

Actual End Date the step ended.

o Optional column - Date the step was originally scheduled to start when the
Original Start )
content was activated.
o Optional column - Date the step was originally scheduled to end when the
Original End )
content was activated.
Original Start and End Dates are optional columns. To display these columns in the Content View hover

over any column header, click the drop-down arrow, and choose Columns. You can choose one or both
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dates to include in the grid view.

|v| Flanned End Actual Start Actual End

4} Sort Ascending
%1 sortDescending

Columns [[] Original Start

Fiters p | [C] Original End
I fr— |

When you export the Content View, these fields will be included in the export regardless of whether you
added the fields to the display.

People View

The People View initially displays activated content by collapsed User. Click the + next to a name to view
the content assigned to that person. By default, the view shows activated content filtered by In Progress,
Late, or Blocked step status.

Click the Expand link to expand all User groups. Click the Collapse link to collapse User groups.

Workflow Management (o gl
Woridiow
=1 Reset View ‘} Export
View by: Worklow Status >

— Chek 1o filter by ststus
Cardiclogy 4 [50%.) 3%, _
Emergency Medicine 2 (33%) ( _
Pediatrics 3 (43%) _
I comskma

Not Started

Workflows

Groups: Expand | Colapse Clearall fikers  Filters: (3 Status

Content Pianned End Rewview Date

Late
Fokler: Pediatrice 5 daye]
Conient Status: Reviaw

Azthma — Pediatnc - Startar Order Set (bazed On Admission Tc nmal Draft 0T

Pediainics Bronchivitis — Pediatric - Admission To Pediatric MedSury nitial Draf Late 07237011
Folier; Pediaines 15 days]
Contert Status: Review

m

i 4 Page 1ft bk # Displaying 1- 1801 18
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The People View is always grouped by user name. The user name is shown in the dark blue bar and indi-

cates the start of the group. Here is a list of the columns in this view:

Column -
Description
Name
User User name. Click column header to filter by name
Workflow name for the assigned content. The default view shows the
Workflow ] ) )
workflows assigned to the user in alphabetical order.
Content Content name, its folder path, and current status
Step Step name
Status Step status
Planned End Date this step is/was scheduled to end.
Date the content was reviewed by the assigned user. The review date is
Review Date captured when an assigned user clicks Review Complete on the View

page for the content in AuthorSpace or ViewSpace.

People View with Workflow Status Graph

When Track Progress shows the People view with the Workflow Status graph, clicking the following

screen elements refreshes the People view:

- Workflow Name displays the people assigned to content for the workflow

- Workflow Status Bars:

In Progress (green bar) displays people assigned to In Progress content for the selected

workflow
Late (red bar) displays people assigned to Late content for the selected workflow
Blocked (rust bar) displays people assigned to Blocked content for the selected workflow

Completed (purple bar) displays people assigned to Completed content for the selected

workflow

Not Started (gray bar) displays people assigned to Not Started content for the selected

workflow

- Legend Status Bars:
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In Progress (green bar) displays people assigned to In Progress content for all workflows
Late (red bar) displays people assigned to Late content for all workflows
Blocked (rust bar) displays people assigned to Blocked content for all workflows
Completed (purple bar) displays people assigned to Completed content for all workflows

Not Started (gray bar) displays people assigned to Not Started content for all workflows
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People View with Step Status Graph

Clicking the following screen elements refreshes the content view:
- Step Name displays the people assigned to any content for the step
- Step Status Bars:

o In Progress (green bar) displays people assigned to In Progress content for the selected

step
o Late (red bar) displays people assigned to Late content for the selected step
o Blocked (rust bar) displays people assigned to Blocked content for the selected step

o Completed (purple bar) displays people assigned to Completed content for the selected

step

o Not Started (gray bar) displays people assigned to Not Started content for the selected
step

- Legend Status Bars:

o In Progress (green bar) displays people assigned to In Progress content for the work-

flow(s)
o Late (red bar) displays people assigned to Late content for the workflow(s)
o Blocked (rust bar) displays people assigned to In Progress content for the workflow(s)

o Completed (purple bar) displays people assigned to Completed content for the work-

flow(s)

o Not Started (gray bar) displays people assigned to Not Started content for the work-

flow(s)

Sorting and Filtering Grid Views

You can sort on any column in the grid view. Click a column header to sort in ascending order. Click again
to sort in descending order. Sorting occurs within a workflow or user group. You can also hover over a

heading and click the drop-down arrow and click either Sort Ascending or Sort Descending.
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1 1}
!V! Status

% l Sort Ascending

i.l. Sort Descending

Columns

[] Fitters

Most filtering can be accomplished by clicking on the graphs. Filtering is also available by clicking on the

column header.

To filter on Step or Status, click the column header arrow to display the filter option.

[#| People Planned Start | Planned End
%l Sort Ascending
Completed i¢ Sort Descending 082011 07/12/2011
Late Columns b 132011 07/18/2011
[1 days]
| | [C] Fiters b Blocked
Not Started EditView 07 ] Mot Started 2011
Not Started Edit/View 08 in Progress 044
Late
[7] Completed

To filter on any of the date columns, click the column header arrow to display the filter options. Choosing

one of the filter options displays the calendar where you can select a date.
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On the People View, to view content by user name, click the User column header. The filter option dis-

plays a text box. Type in the text box the name you’re looking for.

‘ Content

Fiters b Jo|

Filter indicators appear whenever filters are applied. Hover over the indicator to see the specific filters

applied. The filters can be removed by clicking the X preceding the filter name.

Groups: Expand | Clear all fiters Filters: €3 Status
Content View | People View | | Blocked, In Progress, Late

Content | Status

Filters applied to one grid view remain in place when switching to the other view. For example, if you fil-
ter by workflow name on the Content View, when you switch to the People View, the People View is fil-

tered by the workflow name as well.

Exporting
Export is available for both Content and People views. The Export link creates a file named Content.csv or

People.csv. You can choose to open the file in Microsoft (MS) Excel or download the file.
The export file includes the rows in the grid view based on the filters currently applied.

Use MS Excel to format and print any reports needed.
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COMPLETING WORKFLOW STEPS

Hospital Administrators, Environment Managers, and Administrators are authorized to complete steps.
Other AuthorSpace users are also authorized to complete steps if they have been designated as the Step

Owner.

Select Content to Complete

Click the Step Management tab to see the grid that lists the content currently In Progress or Late and eli-
gible for completion. AuthorSpace users who are not Hospital Administrators, Environment Managers, or

Administrators will only see the content in steps where they have been designated step owner.

The default view for the grid is by Workflow Name and collapsed. Click the + to view the content list for a
workflow. You can also apply filters to any of the columns in the grid as described above in Sorting and

Filtering Grid Views.

Workflow Management 7 Pl

Workflow  Track Progress  People

Step Management
Groups: Expand | Collapse el fit Filters:

Planned End | Content Status | Step Owner Complete Step

Abdominal Acrfic Aneurysm Repair - Discharge Pharmacy Review In Progress THg2011 Review [}
Folder: Cardiningy [0719/2011] [0 days 7]

Abdominal Acrtic Aneurysm Repair - Hospital Pharmacy Review In Progress 0TI Review

Freoperative: [0T32011] [4 days el

Folder: Cardinigy

Coronary Artery Bypazs Graft Surgery - Starter Order  Pharmacy Raview In Progress 172301 Raview

Sct {bascd On Hozpital Preoperative) [07A9/2011] [4 days kf]

Folder: Cardioogy

Heart Failure - Syetolic - Starter Order Set (bazed On Pnarmacy Haview In Progrese. 07232011 Raview &
Admizsion Te ICU) [07/1802011] [4 doys f]

Folder: Cardioogy

=ncy Medicing
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Columns on the Step Management tab are:

Workflow Workflow name

Content Name of content with its folder path

Step Step name

Status Step status

Planned End Date the step is currently scheduled to end

Content Status Content status
Step Owner Name of step owner, if any

Complete Step Checkbox to be selected when the content is completed

Completing a step captures the Actual End date shown in Track Progress on the Content View.

STARTING STEPS

When completing a step, the next step is automatically started when:

o There are no Reviewers assigned to the step (for example, only AuthorSpace Users are assigned

to the step)

e Reviewers are assigned and the content is in Review status.

The next step cannot start if there are Reviewers assigned and the content is not in Review status. In this

case, the step status is Blocked and welcome e-mails are not sent.

Content activated with a future start date will start on that date. If the first step has Reviewers assigned,

be sure the content is in Review status. Otherwise the step status will be Blocked.
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Welcome E-mail

If the step was defined with a Welcome Memo, an e-mail will be sent to all assigned AuthorSpace Users
and ViewSpace Reviewers on the day the step starts. The e-mail will include the message defined for the
step with a list of content to be reviewed. Review requests generated from Workflow are sent from

“ViewSpace”. Review requests generated from AuthorSpace continue to be sent from “AuthorSpace”.

For steps with assigned Reviewers, the content is listed as links to the ViewSpace review page.

Dear Colleague,

Thank vou for participating in our project to prepare content for our EMR. Below vou will find the links to
ViewSpace where you can comment on the content and indicate when you have completed vour review.

Active Assighments

Content Workflow Step Start End Status
Asthma - Pediatric - Admission Pediatrics Physician Review 07/15/2011 0718/2011 In Progress
[ 2 days left ]

Asthma — Pediatric - Discharge Pediatrics Physician Review 07/15/2011 07/18/2011 In Progress

[2 days left]
For steps without Reviewers, the content is listed with its folder path.

Active Assignments

Content Workflow Step Start End Status
Admission General Medicine Initial Draft 07/12/2011 07/18/2011 In Progress
Folder: General Medical [ 6 days left]
Bladder Management Protocol General Medicine Initial Draft 07/12/2011 07/18/2011 In Progress
Folder: General Medical [ 6 days left]
AMT Chest Pain DEMO General Medicine Initial Draft 07/12/2011 07/12/2011 In Progress
Folder: Zynx Demo Folder [0 days left]

AMT TEST Crisis Residential Admission Orders General Medicine Initial Draft 07/12/2011 07/12/2011 In Progress
Folder: Zynx Demo Folder [0 days left]

Blocked Content

Content has a status of Blocked if there are Reviewers assigned and the content is not in Review status

when the step is due to start.

Blocked content will show on both the Workflow and the Step Status graphs. Click the Blocked legend bar
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on either graph to see the Blocked content list. Hover over the Blocked status on a content row to see
why it is blocked.

peops vew

Content

Planned Start | Planned End | Actual Sf]
B Workflow: Cardiology

Chest Pain - Low Risk - Admission To ICU
Folder: Cardiology

Content Status: Draft

Remove

Pharmacy Blocked Edit/View 07TH32011

07/19/2011
Review

This step is blocked from starfing because the content is
not in Review status

When the content status has been updated to Review in AuthorSpace, a background process will update

the step status. This process runs periodically throughout the day, about every 5 minutes.
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MANAGING USERS AND REVIEWERS

AuthorSpace Users and ViewSpace Reviewers are listed together on the People tab. First Name, Last

Name, E-mail Address, and Role are listed for each person.

Workflow Management

Workfiow  Track Progress Stap Management

People e
| Lasi Naime a | First Name ‘ E-mail Address | Role |A£I'l(ll§
Adams Felica facins Egric Revizvrer Edi
Andersan Nancy Tt R e User
Conner Dovid dovitGos ' User
Dough Jane i User
Fihar Cerald Reviawer Edi
Garca Laura Review Edi
Hackstt Nonica Revisw Edi
Huntes Joseph = Review Edi
Iohnson EBranne ReviEw Efr
Laada Nercua User
Rockwell Jim ¥ [+ User
Zimmer Liea o Reviaws Edi

Creating and Editing Reviewers

Click New Reviewer to create a ViewSpace Reviewer. First name, last name, and a proper e-mail address
are required to add a Reviewer. The e-mail address must be unique. Only Hospital Administrators, Envi-

ronment Managers, and Administrators are allowed to create or edit Reviewers.

First Name:
Last Name:

E-mail:

You can edit ViewSpace Reviewers by clicking Edit in the Actions column. Again the e-mail address must

be unique.

PREPARING DISTRIBUTION LISTS/CONTACTS FROM OUTLOOK FOR UPLOAD INTO WORKFLOW
MANAGEMENT

Exporting Distribution Lists

Outlook supports the export of individual distribution lists. However, if you wish to upload multiple distri-

bution lists to Workflow Management, you will need to export each distribution list separately. Then, you
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can either upload them individually or combine the lists into a single spreadsheet for upload.

Note that Outlook will only allow you to export those distribution lists for which you are the owner or
administrator. If you need to upload other distribution lists into AuthorSpace, you will need to ask the

respective owners/administrators to do the initial export from Outlook for you.
Export File from Outlook

1. From the Home tab, select Contacts and double-click the desired Distribution List to open it.

2. From the File tab, select Save As and then select Text Only (*.txt) from the Save as type drop-

down.
&l | = | Physician Review Distribution List - Contact Group | =] E |
Contact Group Insert Format Text Review @
7 Save o = = 5 . -
Physician Review Distribution List
B, Save As
T 3 Move item to a different folder
£ Close L Move or copy this item to a different folder,
] Current Folder: Contacts
7 Move to
Info b Folder -
Print
Properties
Help il ) . ) .
. Set and view advanced options and properties for this item. |
. . = Size: Mot yet saved
B} epiins Properties (]
(
Mame - Date moedified Type

__ Physician Review Distribution List.bd 4/16/201411:19 AM  Text Docum

<« [ m +

1ame: 'qél Files (*.%) v?
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Physician Review Distribution List - Contact Group

EH9 O e v|-
WG | contact Group Insert Format Text Review
@4 & & i B ea R
X 2= g | \
Save &u Delete Forward |Members| Motes Add Remove Update E-mail Meeting Categorize Follow Private Zoom
Close  Group Group~ Members - Member Mow - Up~
Actions Show Members Communicate Tags Zoom
Mame: |Phy;|c|an Review Distribution List
A|name =~ | E-mail
Erown, Karen kbrown@abchospital.org
Reed, Mary mreed@abchospital.org
| Rivas, Paul privas@abchospital.org
smith, John jsmith@abchospital.org
- B
|| Save As g
Y
®Uv| & » Young, Sharon » Downloads - |‘,| | Search Downloads » |
COrganize ~ Mew folder 4= - @
=
-
IQ—I Microsoft Outlook Name Date modified Type
Mo items match your search,
0 Favorites
' Bl Desktop
& Downloads
" Recent Places
4 Libraries
@ Documents
J‘i Music
= Pictures
B videos
e ~ [« i 3
File name: Physician Review Distribution List.msg -
Save as type: |Qutl Format - Unicode (*.1
. 1c] ormat (*.rtf)
* Hide Folders Outlock Template (*.oft)
Qutlook M ge Format (*.msg)
Outlook M Format - Unicode (*.msg)

Prepare File for Upload into Workflow Management
1. Launch Excel. From the File tab, select Open and then double-click the file you just exported

from Outlook. In order for your file to appear, you will need to ensure that the drop-down to the

right of File name shows either All Files (*.*) or Text Files (*.prn;*.txt*;*.csv).

3 Date modified Type

Marme
:2, Physician Review Distribution List.bd 4/16/2014 11:19 AM  Text Documn

»

-« L
e e ——
Kame: - | Files (*.*) _____YP
Tools ~ q Open |v| > Cancel
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2. In the Text Import Wizard - Step 1 of 3, leave the default selection Delimited and click Next.

Text Import Wizard - Step 1 of 3 ?

B

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

' Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: | 1 ]| File origin: 437 : OEM United States []

Preview of file C:\Users\youngsh01\Downloads\Physician Review Distribution List. tet.

[contact Group Name:Physician Review Distribution List

1

2 ]
3 Members:

4

S Brown, Karenkbrown@abchospital. org

F

3. In the Text Import Wizard - Step 2 of 3, leave the default selection option of Tab checked. Also

check Comma and Space. (Note: When you check Space, the box before Treat consecutive
delimiters as one will also be checked.) Click Next.

Text Import Wizard - Step 2 of 3 ? P

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters

(Y] Treat consecutive delimiters as one

Text gualifier: =

[T ather:

Data preview

ontzct [Froup Neme: hysician Peview Distribution [List |+
embers : n
rown aren kbrown@sbchospital.org i
P »
Cancel ] [ < Back ] [ Mext = ] [ Einish
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4. In the Text Import Wizard - Step 3 of 3, leave the default selection General and click Finish.

Text Import Wizard - Step 3 of 3 (2 [

This screen lets you select each column and set the Data Format.

datg format
@ General . )
— ‘General converts numeric values to numbers, date values to dates, and all
! Text remaining values to text.

o ot 7]

() Do not import column (skip)

Data preview

peral peral nerzlbenerz] nexr

ame - Fhysician Review Pistribution [List o

brown@abchospital org =
r

5. You will need to format the spreadsheet that subsequently appears to align exactly with the

following heading conventions:
- Column A: Last Name

- Column B: First Name

- Column C: Email Address

- Column D: Distribution List

Column D should be populated with the full distribution list name. Note that the name is split

across multiple columns in the example below.

A B C D E F G
Contact Group  Name:  Physician Review  DistributicList

Members:

Brown  Karen kbrown@abchospital.org
Reed Mary mreed@abchospital.org
Rivas Paul privas@abchospital.org
Smith  John jsmith@abchospital.org

e N e e W e e

Other requirements to be aware of:

- Empty rows are not allowed.

- Extra spaces within a cell are not allowed.

To format the above spreadsheet, you would need to:

1. Delete rows 1-4.
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2. Insert a row at the top of the spreadsheet.

3. Type the following into the appropriate cells.
a. Cell Al: Last Name

b. Cell B1: First Name

c. Cell C1: Email Address

d. Cell D1: Distribution List

¥zynxhealth

4. Type the full name of the distribution list into column D beneath the header and copy and

paste it into the rest of the populated rows.

The final correctly formatted spreadsheet should look like this:

A B C D
1 LastName FirstName E-mail Address Distribution List
2 Brown Karen kbrown@abchospital.org Physician Review Distribution List
3 Reed Mary mreed@abchospital.org  Physician Review Distribution List
4 Rivas Paul privas@abchospital.org  Physician Review Distribution List
5 |Smith John jsmith@abchospital.org  Physician Review Distribution List
6. Save the correctly formatted spreadsheet as a .csv file.
A B c \ D [ E
1 |LastName First Name E-mail Address Distribution List
2 Brown Karen kbrown@abchospital.org Physician Review Distribution List
3 Reed Mary mreed@abchospital.org  Physician Review Distribution List
4 Rivas Paul privas@abchospital.org  Physician Review Distribution List
5 Smith John jsmith@abchospital.org  Physician Review Distribution List
6 Excel Workbook (*xlsx)
7 fv— Excel Macro-Enabled Workbook (*xlsm) H\
g |‘_—‘| Save As Excel Binary Workbook ("adsh)
s Excel 97-2003 Workbook (*.xls)
9 \:ju & < Us %ML Data (*sml)
10 ————— Single File Web Page (".mht;*.mhtml}
11 Organize ~ Me Web Page (*.htrm;*.html)
5 Excel Template (*.xlt)
7 wn: Excel Macro-Enabled Template (*.xltm)
13 & Microsoft Excel ¢, 0\ 67.2003 Template (~xit]
12 Text (Tab delimited) (*.b<)
15 i Favorites Unicode Text (")
XML Spreadsheet 2003 (*xml)
16 B Deskiop AiccoseftEs a5 ek
17 8 Downloads CLSI
12 =l Recent Places 1t (Macintosh) (- o)
19 Text (MS-DOS) [*.bdt)
Libraries C8V (Macintosh) (*.csv)
20 - CSV [MS-DOS) (*.csv)
21 & Documents DIF (Data Interchange Format) (*.dif)
22 &t Music SYLK (Symbolic Link) (*:slk)
. Excel Add-In (*xlam)
= (&= Pictures Excel 97-2003 Add-In (* xla)
24 BE Videos PDF [*.pdf)
25 . XP5 Document (*.xps)
26 File name: OpenDocument Spreadsheet (*.ods)
27 Save as type: ITExt (Tab delimited] (*.txt)
28 Authors: Young, Sharon Tags: Add atag
29
30
31 4 Hide Folders Tools = II Save ) Cancel
32 y
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7. If you get any warning messages, click OK or Yes.

(o . =

The selected file type does not support workbooks that contain multiple sheets.

l % 7o save only the active sheet, dick OK.
«To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

l Cox ]
i Microsoft Excel ﬁ

Physician Review Distribution List.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook
in this format?

» To keep this format, which leaves out any incompatible features, dick Yes.
»To preserve the features, dick No. Then save a copy in the latest Excel format.

» To see what might be lost, dick Help.
q Yes 7)[ Mo ] [ Help

That’s it! Your distribution list is now ready to be imported into Workflow Management. If you choose to
combine multiple distribution lists into a single .csv file for upload and a single contact belongs to more
than one distribution list, that contact should be listed in multiple rows with different distribution list in

each row under column heading Cell D1:

A B c D
Last Mame First Mame E-mail Address Distribution List
Brown Karsn kbrown@abchospital.org Physician Review Distribution List
IReed Mary mreed@abchospital.org Physician Review Distribution List I
Rivas Paul privas@abchospital.org Physician Review Distribution List
Smith John jsmith@abchospital.org Physician Review Distribution List
| Reed Mary mreed@abchospital.org Physician Champion Core Team |

If you upload any distribution lists that do not already exist in Workflow Management, AuthorSpace will
automatically create the distribution list and tie the respective reviewer records to the indicated distribu-

tion list.
Exporting Contacts

With this enhancement, you also can choose to export all of your Outlook contacts and upload them into
Workflow Management as reviewers (users with AuthorSpace accounts still need to be created in the
usual manner). As with the distribution lists, you need to be the owner or administrator to perform the

export.
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Export File from Outlook

1. For Outlook 2010, from the File tab, select Options.

@ Home Send / Receive Folder View Add-Ins

Bl save as

Account Information

Info ! m Microsoft Exchange E

o Add Account
Open e
Fai . Account Settings
[81 | Modify settings for this account, and configure
Help - additional connections,

Account

L (
F S

For Outlook 2003/2007, from the File tab, select Import and Export.

L@ Contacts - Microsoft Outlook

EE\Ie Edit  View Go Tools Actions

New 3

2pen 3

Closg All Items

‘i\"‘ Save As...
Save Attachments (3
Eolder 3

Data File Management...

Impaort and Expaort...

2. For Outlook 2010, from the Outlook Options window, select Advanced and click Export.

- » -
@l . —— . - — — |2 D]
General i _:l 2 2 k =l
O = Options for working with Outlook.
Mail
Calendar Outlook panes
Contacts

@

é Customize Qutlook panes. Mavigation Pane.
Tasks Reading Pane...
Motes and Journal =

Reatch QOutlook start and exit
Mobile T
e —— L Start Outlook in this folder: |@Inbox — | [ Browse...
D Empty Deleted Items folders when exiting Outlook
Il = AutoArchive

Customize Ribbon E

| Quick Access Toolbar '% Reduce mailbox size by deleting or moving old items to an archive data file, AutoArchive Settings...

I' Add-Ins Reminders '
Trust Center R Show reminders
Play reminder sound:  |reminder.wav Browse...
Export 1
ﬁ Export Qutlook information to a file for use in other programs. e
& Eean D
RS5 Feeds

|:| Any R55 Feed item that is updated appears as new

SN I:| Synchronize RSS Feeds to the Common Feed List [CFL} in Windows

Send and receive

[ ok ][ canca
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For Outlook 2003/2007, this step is unnecessary.

Note: The rest of the steps are identical.

¥zynxhealth

3. From the Import and Export Wizard, select Export to a file and click Next.

-
Import and Export Wizard

Choose an action to perform:

ds to an OPML file
rt to a fil
Import a file (.vcf)

Import an iCalendar (.ics) or vCalendar file { ves
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Impart data from other programs or files, induding
ACT!, Lotus Organizer, Outlook data files (.PST),
database files, text files, and others.

-,

L o —
< Back ﬂ_l Next = D[ Cancel
S ———

4. Select Comma Separated Values (Windows) and click Next.

-

Export to a File

-

Create a file of type:

Microsoft Excel 97-2003
Outlook Data File (.pst)
Tab Separated Values (DOS)

Tab Separated Values (Windows)

< Back Mext > Cancel

5. Select the Contacts folder and click Next. Remember that you can only export Contacts for

which you are the owner or administrator.
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Export to a File

Select fold from:

tion Action Settings
{1 Conversation History

&) Deleted Items

{1 2008-09 (September)
-3 2008-10 (October)
- 2008-11 (November)
-1 2008-11 (November)1
- 2008-12 (December)
-1 2003-01 (January)
-1 2009-02 (February)
-1 2009-03 (March)

T Nna.na Faneil

< Back Mext = Cancel
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6. Click Browse to choose a destination folder. Enter the File name and click OK; them click Next.

Ks

tes and Journal Export to a File
irch Save exported file as:
ibile | |(;owse v,
guage
) @\J = [43 | [ Search Desktop )
if | Organize Mew folder g - @
q 0] Microsoft Outlaok I:" " Libraries N
Systern Folder
< Favorites
Bl Desktop
14 Downloads System Folder
“Zl Recent Places . =
Computer 5
System Folder
=l Libraries :
@ Documents - Network
J’ Music Systern Folder
[E5| Pictures ' |4
B¥ videos
-~ . i - =
:“ File name: L 4____) h
n Save as type: [ Comma Separated Values (Windows) (*.C5V) - ]
\
|| ‘= HideFolders Tools = (_ QK ) [ Cancel ]

Export to a File

T T

Save exported file as:

|:or113cts for Workflow Management. CSV | [Erowse

"
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7. Leave the default selection checked and click Finish.

Export to a File

==

The following actions will be performed:
W] Export "Contacts™ from folder: Contacts Map Custom Fields ...

I
a This may take a few minutes and cannot be canceled.
o
< Back E Finish } Cancel
i ’,

Prepare File for Upload into Workflow Management

1. Launch Excel. From the File tab, select Open, and then double-click the file you just exported
from Outlook. For your file to show up, you will need to make sure that the drop-down to the

right of File name shows either All Files (*.*) or Text Files (*.prn; *.txt; *.csv).

@ Open I o]
’@Ov|’ Desktop » - |¢, | | Search Desktop o
Organize v MNew folder j: > [ '@'

|'._—'.| Microsoft Excel My_Documents - Shortcut

Shortcut

[ Favorites
Bl Desktop
& Downloads

Outlook Contacts for Workflow
Management.C5V
Microsoft Excel Cornma Separg

m

1 Recent Places

ol Libraries
3 Documents
,J‘. Music
[ Pictures
E Videos =

18 Computer

£, Local Disk (C:) ’

R
File name: - Il Files (*.7) __)])
Tools - [ Open |v] ’ Cancel ]

2. Remove all unnecessary columns from the file. The required columns are First Name, Last
Name, and Email Address. In the example shown below, only columns B, D, and BF are neces-

sary. Note that other Outlook versions may extract the data into different columns.
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BG BH Bl BJ BK BL BM BN

E-mail Tyg E-mail Dis E-mail 2 A E-mail 2 T'E-mail 2 D E-mail 3 A E-mail 3 T'E-mail 3D
bchospital.org

pchospital.org

chospital.org

chospital.org

ospital.org

abchospital.org

bchospital.org

[@abchospital.org

Other than the heading, column D may be blank; all other columns must be populated. If you

have distribution list information, you can either enter it here or export it and upload it sepa-

A B Cc D E F H BE BF
1 Title First Namy Middle NdLast NamgSuffix Company DepartmelJob Title Business £ Directory [E-mail Adi
2 Karen Brown ABC Hospital Physician kbrown @
3 Mary Reed ABC Hospital Physician mreed@all
a4 Paul Rivas ABC Hospital Physician privas@al
5 ohn [Smith ABC Hospital Physician jsmith@al
6 Lindsay Carr ABC Hospital Nurse lcarr@abcl
7 Gareth Morton ABC Hospital Nurse lgmorton
8 William [Talbot ABC Hospital Nurse wtalbot@:
9 Harriet ISheffield ABC Hospital CMIO hsheffield|
10
3. Format the spreadsheet so that it aligns exactly with the following heading conventions:
- Column A: Last Name
- Column B: First Name
- Column C: Email Address
- Column D: Distribution List
rately to Workflow Management.
The final correctly formatted spreadsheet should look like this:
A B C D
1 Last Name First Name E-mail Address Distribution List
2 |Brown Karen kbrown@abchospital.org Physician Review Distribution List
3 Reed Mary mreed@abchospital.org Physician Review Distribution List
4 Rivas Paul privas@abchospital.org Physician Review Distribution List
5 |Smith John jsmith@abchospital.org Physician Review Distribution List
& Carr Lindsay lcarr@abchospital.org
7 Morton  Gareth gmorton@abchospital.org
8 Talbot William  wtalbot@abchospital.org
9 Sheffield Harriet hsheffield@abchospital.org
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4. Save the correctly formatted spreadsheet as a .csv file.

A B C D H [F G H

1 |LastName First Name E-mail Address Distribution List
2 |Brown Karen kbrown@abchospital.org Physician Review Distribution List
3 |Reed Mary mreed@abchospital.org Physician Review Distribution List
4 Rivas Paul privas@abchospital.org Physician Review Distribution List
5 Smith John jsmith@abchospital.org Physician Review Distribution List
6 |Carr Lindsay Icarr@abchospital.org
7 Morton Gareth gmorton@abchospital.org
8 Talbot William wtalbot@abchospital.org
9 Sheffield Harriet hsheffield@abchospital.org
10
11 Excel Workbook (*adsx)
12 Excel Macro-Enabled Workbook (*adsm)

Excel Binary Workbook (*.xlsb)
i Excel 97-2003 Workbook (*.xls)
14 HML Data (*xml)
15 Single File Web Page (*.mht;*.mhtml)

Web Page (*.htm;™.html)
e Excel Template (*xltx)
17 « AS| Excel Macro-Enabled Template (*xitm)
18 — Excel 97-2003 Template (*at)

. Text (Tab delimited) (")
13 Organize + MNe Jnicode Text ()
20 || Projects )|\.(J|ML Spreadsheet 2003 (*xml)
21 .
22 Formatt ted
| AS.Oldspe Formatted pace delimited) (*.prn)
23 Text (Macintosh) (*.bd)
24 1L ASBS - ReTog (MS-DOS) ("b)
25 \. ASEnhanc CSV (Macintosh) (*.csv)
Epic C5V (M5-DOS) (F.csv)

26 & =P DIF (Data Interchange Format) (*.dif)
27 . ImportD sy K (Symbolic Link) (*.slk)
= | emails Excel Add-In (*.dam)

Excel 97-2003 Add-In (*.xla)
29 I New feppE (= pdf)
30 XP5 Document (*xps)

File name: OpenDocument Spreadshest (*.ods)

31
= Save as type: | Excel Workbook i:.)dsui -
33 Authors: Young, Sharon Tags: Add atag
34
a5 [ Save Thumbnail
36 P
37 “ Hide Folders Tools = ( Save ) I
38
39

5. If you get any warning messages, click Yes.
Microsoft Excel u

Qutlook Contacts for Workflow Management. C5¥ may contain features that are not compatible with CSV (Comma delimited). Do you want to keep
the workbook in this format?

@ «To keep this format, which leaves out any incompatible features, dick Yes.
«To preserve the features, dick No. Then save a copy in the latest Excel format.
#To see what might be lost, dick Help.

lYesD[Nc][Help]
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IMPORT E-MAIL AND DISTRIBUTION LIST FROM WORKFLOW MANAGEMENT

Zynx Health is pleased to announce the launch of a new feature that provides a file-based import of Out-

look contacts into Workflow Management.

Launch Workflow Management

1. Log in to AuthorSpace.

2. Click Workflow Management.

©zynxhealth

| Feedback | Help(@ | Logout

What's New

Menu

ZynxOrder Releases New Modular Content (March 16, 2014)

Content Explorer [
With the Q1 release, Zynx Health is pleased to announce the next wave of modular order

Workflow Management (7]
j\?]nd & + Chest Pain — Low Risk

Croup — Pediatric

Deep Venous Thrombosis — Treatment

Control Panel + (Gastrointestinal Bleeding - Lower

Gastrointestinal Bleeding - Upper

Newborn Management

What's New - Pulmonary Embolism

Reports On D
Find and Replace [l

What's New

Navigate Contacts List in Workflow Management

1. Click the People tab.

Workflow Management W' Feedback '@ Help () Close

1, 1111i00"N Track Progress People Step Management

Workflow List + New Workflow
MNew Content Discussion Assign Content Copy | Delete
Periodic 0S Review Assign Content Copy |
Physician's Review Assign Content Copy |

Choose the Import File to Load

Note: For instructions on how to prepare the file, refer to Export/Import instructions in the Preparing Dis-

tribution Lists/Contacts From Outlook for Upload Into Workflow Management section.
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1. Click Import Reviewers.
Workflow Management M Fecdback Q) Hep (D Close

Workflow Track Progress Step Management

People 4+ New Reviewer 4+ Import Reviewers + New Distribution List search people

Last Name & ‘ First Name | E-mail Address | Role Distribution List

joe kline@yahoo.com

2. Click Choose File.

Import Contacts [x]

Click Choose File to browse for and select the csv file you created
from your e-mail account

Choose File
View instructions on how io create csv file “

3. Browse for the .csv file saved on your computer.

E LESION Ll \NOCATE Lz -
@ Choose File to Upload S S S s (e ]
S I | LT »
Organize = MNew folder =~ 1 @ I
| -~
I i Favorites Sl Marmie Date modified Type
Ml Desktop |EL] abchospital distribution list ~ Step 3 4/21/2014 2:35PM  Microsof|
& Downloads
| “El Recent Places
|
wa Libraries
@ Docurments =
J‘i Music
| &= Pictures
| E Videos
M Computer
&L, Local Disk (C3) L4
o ClientServices (WWhbm001losres01) (I
5# Share (\hbm001losres01) (P:)
| e GaladzhyQg01 (\Whbm001losresD1Yhomedirs) (U:)
| — . .
5 Catalog Archive (Whbm001losct01) (5:) e, = | 5
File name: abchospital distribution list + | Al Files ) ~|
Step 4 I Open Ivl [ Cancel ]
i o
Soof a

4. Click Open or double-click on the file.
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5. Click Import.

Import Contacts

Click Choose File to browse for and select the .csv file you created
from your e-mail account

C:\Projects‘abchospital distribution list |

View instructions on how to creale .csv file

R

o

Import Validation
Review and Fix Validation Errors

Note: Refer to Export/Import instructions in the Preparing Distribution Lists/Contacts From Outlook for

Upload Into Workflow Management section.

1. Click the View validation errors link.

File Validation Error

g Selected _csv file has validation errors. Fix the errors and re-import.

View validation irrors

2. Click Save.

Validation Errors (X]

Environment: ABC Hospital

File name: abchospital distribution list.csv

Row # | Emror Message

1 The column headers are not in the following order:Last Name, First Name, E-mail Address, Distribution List

N =N

3. The system will prompt you to click Open or Save.

Do you want te open or save Errors.abchospital distribution list.042120140252.csv from daily.zynx.com?
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4. Open the file from its saved location.

A B C D E F G H 1 J K L
Validation Date/Time: 21/4/2014 14:52
Environment: ABC Hospital
Validation Errors for: abchospital distribution list.csv

Row # Message
1 The column headers are not in the following order: Last Name, First Mame, E-mail Address, Distribution List

L=l I = I R R S

=
=]

Note: Below is the confirmation page after a successful import:

Imported Contacts (X]

16 records were processed successfully.
Changes were made to the following Distribution Lists:
Pharmacy Review

+ 3 members were added.

Physician Review Distribution
+ 1member was added.
+ 1imember was removed.

Review
+ 1member was added.

The following reviewer is no longer associated with any
distribution list:

« Brian Brown

Do you want to delete the 1 reviewer?

Dokt Revewrs

Create New Distribution List in Workflow Management

1. Click New Distribution List.

Workflow Management M Feedback @@ Help ) Close

Workflow Track Progress QCGLIEN Step Management

People + ImportReviewers |l + New Distribution List search peaple D[~

Last Name . ‘ First Name | E-mail Address “ | Role Distribution List Actions
Brown Karen org Revi Physician Review Edit | Delete
kiine Joe joe Kine@yahoo.com User

Physician Champion Core T... Distribution List Edit | Delete
Physician Review Distribution List Edit | Delete
Reed Mary mreed@abchospital.com Revit Physician Champion Core Edit | Delete

Team, Physician Review

Rivas Paul privas@ ital.com i Physician Review Edit | Delete
Smith John jsmi i Revi Physician Review Edit | Delete
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2. Type a name in the Distribution List field.

j Add New Distribution List [X]

Name

Mursing Step 2

search people Piv

| Existing Distribution List
| Last Name . First Name | E-mail Address | Role Last Name t Name E-mail Address
Brown Karen kbrown@abchos...  Revi | Brown Karen kbrown@abchospital.com  Review
Kline Joe e Kine@yahoo.co  User "] Reed Mary mreed@abchospital.com  Review
@7 Physician Champion Co... Step 3 Distributi.... "] Rivas Paul privas@sbchospital.com Review
Reed Mary mreed@abchos...  Reviewer ISt .| Smith John jsmith@abchospital.com  Review
Rivas Paul privasi@abchosp... Reviewer
Smith John jsmith@abchosp...  Reviewer

3. Select the members in the left page to be associated with the new Distribution List.
4. Click Add to Distribution List in the middle of the screen.
5. Click Submit.

Modify and Existing Distribution List
Note: There are two ways to associate a reviewer to a Distribution List: here and from New/Edit

Reviewer.
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1. Find a Distribution List to modify and click Edit in the Actions column.

) Add New Distnbution List o

Mame
Mursing
search people 2 v
| Existing Distribution List
i | Last Name o | First Name| E-mail Aadress | Role
[7] Brown Karen ... Revi A
[[] kiine Jos joe.kine@yahoo.co  User " Reed Mary
D Physician Champicn Co... Distributi... I _: Rivas paul
[[] Reed Mary mreed@abchos...  Reviewer " smith John
|:| Rivas Paul privas@abchosp...  Reviewer
[T Smith John jsmith@abchosp... Reviewer

| E-mait Adaress

kbrown@abchaspital.com
mreed@abchospital.com

privas@abchospital.com

hospital.com

| Rote
Review

Review
Review

2. Modify the member of the Distribution List by:

a. Selecting the member from either the left or right pane

b. Clicking Add to Distribution List or Remove from Distribution List.
3. Click Submit.

Delete Distribution Lists and Reviewers from the People Tab

1. Find a Reviewer or Distribution List to be deleted.

2. Click the Delete link in the Actions column.
Workflow Management

Workflow Track Progress QG0N Step Management

People + Import Reviewers |l + New Distribution List

Distribution List

B reedvack ) Heip

search paople

| Actions

€3 Close

| E-mail Address | Role

‘ First Name

Last Name .
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3. Click Delete.
Delete Distribution List [x)

“\. You are about to delete the following distribution list:

Physician Review

B |

4. A green banner appears briefly to confirm the request has completed successfully.

Distribution list has been deleted [x]

Note: The process is the same for deleting a reviewer.

Associate a Reviewer to Multiple Distribution Lists

Note: This action can be performed while creating or editing a reviewer.

1. Click New Reviewer from the People tab.

Workflow Management W reedvack @ Help ) Close

Workflow Track Progress B::L0IER Step Management

People [T B

Last Name . | First Name | E-mail Address ‘ Role Distribution List Actions

Brown Karen kbrown@abchospital.org Revi Physician Review Edit | Delete

kling Joe joe.Kline@yahoo.com User

Physician Champion Core T... Distribution List Edit | Delete

Physician Review Distributien List Edit | Delete

Reed Mary mreed@abchospital.com Revit Physician Champion Core Edit | Delete

Team, Physician Review
Rivas Paul privas@ ital.com i Physician Review Edit | Delete
Smith John jsmith@; i Rewi Physician Review Edit | Delete

2. Enter the New Reviewer information (first name, last name, email address).

3. Click the checkbox for the desired Distribution List.
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4. Click Save.
T —
First Name:
Last Name |
E-mail:

Distribution List: [ Physician Review Distribution

O Physician Review Distribution List
O Review

¥zynxhealth

Modify a Reviewer’s Association to a Distribution List from the Edit Reviewer Menu

1. Find the reviewer from the People tab.

2. Click the Edit link.

3. Edit Reviewer page appears.

4. Click the Distribution List checkboxes to add or remove (existing associations are already

checked).
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5. Click Save.
Workflow Management

¥zynxhealth

Workflow Track Progress

RELTEN Step Management

people - NI

Assign People to Step

Review

Brown Brian alchen@zynx.com Reviewer Physician Review Distribution

Carr Lindsay Icam@abehospital.org Reviewer

kiing Joe Joe Kine@yahoo.com User

Morton Gareth gmorton@abchospital.org Reviewer Review |

Physician Review Distribution Distribution List

Physician Review Distributio

Review

Rivas Paul First Name: | Gareth ‘ N Review Distribution
Sheffield Harriet Last Name: | Morton ‘

Smith John E-mail |gmonnn@abchospita\.nrg ‘ P Review Distribution  Edit | Delefe
bt Xk Distribution List: Edl

Physician Review Distribution
Physician Review Distribution List

|searcn people

]

Existing

Kine
Physician Champio....

| Last Name . ‘ First Name | E-mail Address | Role

Joe joe kine@yahoo.com  User

Assign a Distribution List to Step

1. Select the Distribution List from the left pane.

4

Remove
from
step

| Step Owner
kbrowni@abchos....

Mary mreed@abchosp... Reviewer
Paul privas@abchosp...  Reviewer
John ismith@abchospi... Reviewer

Members of the selected
distribution list are
added to the step.
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2. Click Add to step.

Assign People to Step (X]
search people P~
Existing Step
| Last Name a | First Name | E-mail Address | Role | Last Namel First Name| E-mail Address | Role | Step Owner
Brown Karen kb @abchospi...  Revi
Kline Joe joe.kine@yahoo.com  User
Physician Champio... Distributio... ’
Add to
step
Reed Mary mreed@abchospit. . Reviewer
Rivas Paul privas@abchospit...  Reviewer
Smith John jsmi it Revit

Remove
from
step

[ some [ cos |

3. Click Submit.
Distribution List as a Search Filter
Searching for Members of a Distribution List Using Distribution List as the Filter
1. Click on the filter drop-down.
2. Select Distribution List.
3. Type the name of the Distribution List in the search field.

4. Click the magnifying glass icon or the Enter key.

Workflow Management B recdvack @) Hep ') Close

Workflow Track Progress QLT0CN Step Management

People + importReviewers [l 4+ New Distribution List review X 0w

Select All

Last Name ‘ First Name | E-mail Address | Role Distribution List a | Actions
kbrown@abchospital org Edit|Dele [7]  Last Name

Reviewer Physician Review Distribution

List

Rivas Paul privas@; org Revi Physician Review Distrbution  Edit| Dele || First Name
List
' - ; i i — [T E-mail Address
Smith John jsmith@abchospital org Reviewer Physician Review Distribution  Edit | Dele
List [ Roke
Reed Mary mreed@ab ital.org Revi Physician Review, Physician Edit | Dele
Review Distribution List Distribution List

Note: The results are showing all members associated to the filtered Distribution List.
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Searching for a Distribution List Using “Last Name” as the Filter

1. Click on the filter drop-down.
2. Select Last Name.
3. Type the name of the Distribution List in the search field.

4. Click the magnifying glass icon or the Enter key.
Workflow Management B Fecdvack @) Help € Close

Workflow Track Progress JEGLLIEN Step Management

People + ImportReviewers [l + New Distribution List e % P~
Last Name | First Name | E-mail Address ‘ Role ‘ Distribution List a | Actions [ select Al
Physician Review Distribution List Edit | Dele Last Name
Physician Review Distributio. . Distribution List Edit | Dele

[0 First Name

[ E-mail Address
[ Role

[} Distribution List

Note: The results are showing all of the existing Distribution Lists that match the search string.
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EDITING WORKFLOWS
Edit a workflow by clicking the workflow name from the Workflow List on the Workflow tab.

Minor Edits

When changing a workflow name or step name, the new name will immediately appear in Track Progress

for activated content.

Changing a step’s duration, assigned people, or welcome memo does not affect content already acti-

vated. Only content activated after the change will use the new step definition.

Delete and Re-sequence Steps

Deleting or re-sequencing steps is allowed but has serious consequences if the workflow already has acti-

vated content.

If the workflow does not have activated content, delete an unneeded step by clicking the appropriate X
on the right side of the step.

Step1 Step Name Duration
Initial Drafl 5 Days 3¢ EdtPaople Edit Welcoma Wemo
Remove Email
step 2 Step Nama Duration
Pharmacy Review 7 Das o EdtPeople [>## Edit Welcome Wemo
Remove Email
step 3 Step Name Duration |
Physician Review 2 Days o EdtFeople [>## ot Welcome Wemo
- Remove Email
Step 4 Siep Name Duration
Commitiee Approval ) Dars K EdtFeaple [P-g aod Welrome Vemo
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Restore the step by clicking the + on the right side of the step.

Step1 Step Name Duration
Initial Draf ‘ |5 | Davs 23 Edit Peoplz [ Edtwelcame Memo
Remove Emal
Step 2 Step Hame Duration

Pharmacy Review 7 Days o Edil Peonlz [ Bl Welcome Memo

oy i

D |
Stew 3 Step Hame Duration
[T a— EN Aceue e 7]
Physician Review 21 N [
: - Bemove Email
Step 4 Stap Name Duration

Committes Agproval Dpays 3¢ EditPeopla Add Welcome ilemo

To re-sequence a step, click and hold the group bar for the step and drag and drop the step to the new

position.

Step Name
Inttizl Oraft |5 | Days

o3 EditPeople Edit \elcome Memo
Remove Email

step 3 step Hame Duration
21 Dars | al EditPoople Edit Welcome Memo |
Remove Email E
Step 2 Step Nama Duration
Pharmacr Review 7 Daye 23 EditPeopla [ Edit Wolcoms Memo
Femove Email
Step 3 Step Nama Duration
Phyzician Review 21 Days K Edit Peopla -8 Edtialeoms Nerno
' Rerrcva Ensil N
Step4 Step Name Duration -

Page 54



¥zynxhealth

Effects of Deleting Steps with Active Content

If a workflow has activated content, the content will be deleted because it will no longer conform to the
workflow definition. When saving this change, you are given the option to export the content. This will
create a text (.csv) file that can be saved locally and used with MS Excel. You can reactivate the content
currently in progress to restore it to its current step using the revised definition. The text file contains all
the information you will need to reactivate the content with its original start date. When activating with a
date prior to today, the current step will not generate a Welcome e-mail since this step would have done

so when it originally started.

You are attempting to perform an action on an item that is currently in progress. |
‘ All assigned content, status, and dates will no longer be associated to this workflow |

We recommend you use "Export and Save" to export that workflow content first and then
complete your initial action. I

T T

If you want activated content to follow the original version of the workflow but want to create a new ver-
sion of the workflow for future activations, click Copy from the Workflow List page to create a new ver-
sion of the workflow. The new version will include the same information as your original workflow (steps,

durations, assigned users, welcome memo); however, the workflow name has to be different.
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SYSTEM REQUIREMENTS FOR WORKFLOW MANAGEMENT

Supported Browsers

® Internet Explorer 7.x

Other System Requirements

e Hardware Requirements
© Minimum Processing Power and Memory:
= 1GHz
= 1GBRAM
© Recommended Processing Power and Memory:
= 2.33 GHz or more

= 2 GB RAM or more

® Screen Resolution:

o 1024 x 768 and higher

® Internet Explorer settings:

JavaScript is enabled

) Set Automatic prompting for file downloads
Cookies are on
to Enable

Select the zone for www.zynxhealth.com

i - b3 |
Intemnar Options FRE Security Settings - Trusted Sites Zons

Settings
Enable -

elect & zone to wiew of char SECUMity SEttings. -y -
zor o L Urity s . Admmnistrator approved

7’ @ ) Disable

v @ Enable

Itemet  Localintanet Tristes stes  Resmeted i
=tes 4] Script ActiveX controls marked safe for srotng™

M

Localintranat
- e i
H| @Ry e rome o ot ittt (] s

found on your inranet.

u Gereral | Secunty [privacy | Content | connections [ programs | acvanced

<8 Downloads
Sacurity level for this zone -4 AH!;':‘::WW for fie dowrioads
Allawed levels for this zane: Al —
b - 1

- Aporopriate for websites on your local netwerk S 58 Pl -

= F:‘:;:;nh:nt_wll be run without prompting you st L]
- Uinsigne=d ActiveX controls wil not be downloaded *Takes effect after you restart Internet Explorer
- Same as Medim leve] without prompts

[ Encble Protected Mode (recwires restar ing Intermet Exlarer Resetcustom settings

[ customievel... || Detautlevel RESELIO! [ Madium (defmult) =] [ Reset. |

Resst =l zones to defauit level

Emc ) ot [ o
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