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NextGen EHR How-to Guide
Setting Up User Preferences

This guide will help you setup your initial user preferences in the EHR. To setup access to NextGen, printers
and EPM settings, please see the NextGen Setup Guide First-time Workstation Setup & Logging In Guide

Make sure you follow the steps below for both TEST and PROD.

A. On the Application Launcher, click on EHR and login.
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B. Select the location you work at most often by double-clicking on it.

Select Location

Marne: || Phane: I()i Qe |
Contact: | | [ Ew [ Cancel |
Address: | Fac () - Clear |
|

| [
Type | Location Name | Last Mame | First Mame | hi | Address Line One | Address Lin~

Edison SBC
Henry SBC
Lonofellow SBEC
MOHFS

Roosevelt SBC
South SBC

Southwest SBC
YWiashburm SBC

4

Mew Farnilies Center

700 22nd Ave NE

2020 43rd Ave M

3017 E 31 Street

250 3 dh Street

3345 Chicago Avenue S
4029 28th Ave S

3131 19th Ave S

3414 E 47th Street

201 Wy 49th Street

Room 510

1

B

This is only for initial setup. You will be able to switch locations later as needed.
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C. Select the Rendering Provider you work with the most or is your supervisor by double-clicking
on her name.

Select Provider I
Last Mame: || ults |
First Marma: I Cancel |
Middle Name: | Clear |
Cees: |

Last Mame I First Marne | Widdle Mame | Degree |
Andersan Kristie kA0
Andrews Barb
Capra hdarie
Carlsan Lari
Chaisson Micole
Darnick Liza
Johnston Suzanne
Fralewski Judy GNP
M arkuorth Jennifer
Wang Chiung

Note: This is only for initial setup. You will be able to switch providers later as needed.

D. The location and rendering provider you selected now appear in the EHR toolbar.

= Charsgon, Facole

Il.  User Preferences
A. Accessing User Preferences

1. On the menu bar, click on Tools and select Preferences.

File Edit ' Tools | Admin  Utilities Window Help

- Document Builder -~ 7 _ ﬂ
=) = s

QJ—/‘ B e— m SBC = Anderson, Kristie - - — (._,_] I+

Patient | Save ocument Expo Templates  History  Inbox | Orders  Medicstions  PAG EFM €5 Images | Close  Logout |

Document Import

Eligibility

Top Toolbar
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B. General Tab
Verify the following has been completed in your General Tab:

General | Main Toolbarl MedicaIHecordsl Templatesl Medicationsl Forrnularyl Documentsl

r— FPatient Selection rLabs
Yiew By ISeIect a1l j ™ View short description |
& igw long description -
| Imitial field: |Med Fec Mbr j ™ View MextGen description
¥ Show appointments for entire day ™ View results only
—Synchronization Settings——— T Logout after
[~ Suzpend patient sprchronization ID _:ll ]
| [ Prompt for encounter auto creation

= Lock for current user

[V Display KBM Help

Knowledgebase
| |

Motifications
’VF Receive Out of Office Matifications

"Initial Module

Ok I Cancel | Apply |

1. Inthe Initial Field, verify Med Rec Number is selected. This way you will be able to enter
a patient’s Student ID Number when you look up the patient in EHR.

The Prompt for encounter auto creation should not be checked.
Display KBM Help should be checked
In the Initial Module field, Work Flow should be selected.

vk LN

Under Labs, View long description should be selected
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C. Main Toolbar
Verify the following has been completed in your Main Toolbar Tab:

Preferences E

General Main Taolbar | MedicalHecordsI Templales' Medications' Formulary' Documentsl

— General

Default Yiew: ||l

¥ Show module buttons [templates, documents, images, ...] SebAs Defaultl

— Patient's Encounters

MOTE: Changes for hiz section will occur when the main toolbar is reloaded.
Filter

¥ | Clinical Encaunters
|V Billable Encounters -
[~ COptical Encounters

Encounter Digplay

A 4

> IEHpand Mozt Recent j

I~ ‘iew Caze M anzgement

— MestGen ICS Image:
[~ Openin MextGen ICS

ML Document:
[~ Use default style sheet

F'ath:l Browse... |
ak I Cancel | Apply

1. Make Most Recent should appear in the dropdown men.
2. Under Filter, Billable Encounters should be checked.

3. Click on the Encounter Display button.
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D. Encounter Display Button
Verify the following has been completed in the Encounter Display Button:

! Customize Encounter Display =] B3
¥ Date/Time % Pravider = -
03/06/2006 s v Time — | First M. Lazt Degree
03-06-2006 py FL Degres
] ; FhL
8506/ 06 B AR
03-06-06 f Last, FM
03.06.06 F. M. L Degres
36400 First Last Degree
2006 . D ezcription
o % Encounter D ate
| |2006/03/06 " Billable Date
2006-03-06
2006.03.06
OBAT2/05 M Location
06-03-06 52
¥ Remarks
—Digplay Order |
FD atedTime} {Remarks} {Pravider} {Lacatian} -
< > |
Sample dizplay:
03/06/06 02:59 PM Remarks Last, F Location

| Default | Ok | Cancel |

03/06/06 as the date format
02:59 PM as the time format

Provider is checked
Last, F as the Provider name format

The Location & Remarks have been checked

AN A

The Display Order is this:
{Date/Time} {Remarks} {Provider} {Location}

7. Click OK
E. Medical Records Tab

prcferences |

.Generall Main Toolbar  Medical Records | Templatesl Medicationsl Formularyl Documentsl
J'Loc:atic.u

# Ij I Clear |

W [~ Default to last selected

. [ Use link between Lacation and Provider
J—Prowder
? _I I Clear |

i’
w [~ Default to last selected

QK | Cancel | Apply |
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1. Select the location you work at the most and check the Default to last selected box

2. Select the Rendering Provider you work with the most or is your supervisor and check
the Default to last selected box

F. Templates Tab
You will be selecting the templates you can easily access based on your specialty.

Preferences E

.Generall Main Toolbarl Medical Records  Templates | Medicationsl Formularyl Documentsl

Available Templates: Freferred Templates:

“Checkout - I Chart Abstraction
“Diseaze Management Intake - O
“Finalize = | Pediatric: Mutrition Assessment
“Histories FEDS_FSC
“Intake telephone_call
*Recommended Care LI

“Screening Questions

“S04P + |

“Summary

ADHD

ADHD_NesthD [=TT]

ADHD_Parent

ADHD Teachr ' 3D Look

All Referrals LI

Drefault Template:

[~ Open from work Flow &ppts

Template Type:

I Medical Records = l

Cancel | Apply

o]

1. Using the chart below, find the first template for your specialty under Available
Templates.

2. Double-click on the template to move it over to your Preferred Templates list.

Clinical & Health Education Mental Health Nutrition

e  Chart Abstraction
e Intake— OV

e SBCPSC

e Social History Peds

SBC BH —Home

SBC PSC

Telephone_call

BH Transfer/Discharge 1

e  Chart Abstraction
e [ntake -0V

e  Nutrition Assessment

e Telephone_call

e Telephone_call

3. Click Apply when finished.

G. Formulary Tab
If you are a MA/OSS, No or RN, verify the following
has been completed in the Formulary Tab:

Preferences

Genelall Main Tnn\hall Medica\RecnrdsI Templatesl Medications  Formulary IDncumantsI

~ General |—V\ew Optiohs
[~ Use Famulam as default [ Maotes

medication search /F Formulary Status

1. Notes and Formulary Status under View
Options should be checked. ‘

~ Drug Infarmation
¥ Display [Chemical Mame]
[ Display Only Drugs
[ Display OTC Meds
[~ On Formulary Orly

r— Formulary Status

2. Display (Chemical Name) and Display OTC
Meds under Drug Information should be
checked.

¢ TertkImages
" Images Only
£ Tewt Only

(1] I Cancel | Lpply I
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H. Documents Tab Preferences
Verify the fOIIOWing haS been completed in the " General | Main Taobar | Medical Recards | Templates | Medications | Formula  Decuments |
. Machine ==
Documents Tab: [ e
RTF Documents: ITX Text ﬂ
1. TX Text should be selected for all ... =
Document Type Viewers word Documents: [T Text =
Urnknawn Documents: |T>< Text j
2. Under User Settings, make sure Use spell — e —
i i H stauit Gerertor. [ - |
checking for TX Text viewer box is checked Detaul Gererst I =
D efault Printer: >
3. Click OK

~ ﬂl_lser Setting:
" ¥ Use spell checking for TX Text viewer

ak. I Cancel | Apply |

A. Click on the Inbox button on the EHR toolbar.
[amneacen R

File Edit View Tools Admin Utilities Window Help

- p— -~ &
o . . E= &= "
o2 MDHFS - Chaisson, Nicole - = =
Patiert Save Clear Delete Template)a Inbo ‘PAQ History Orders  Medications EPM Ics Images Cloze Logout !

B. Click on the Work Flow Manager button and select Window Configuration.
~

AnTashs | | st | 15 g 2
(MR Bn e * | Pkt = I
Fitiew Task!+| 3 sttty | el et | i |,
C. Choose this setup. [|window Configuration K|
il —Lapout
D. Click OK.
1 2 1
EREE EEEm &
‘ Inbox ‘ ‘ 2 ‘

Inbox
O]

—Pane #1 Canfiguration

¥ Patient Appointments To Do Tasks " Inbog

—Pane #2 Configuration

" Patient Appointments = To Do Tasks = Inbog

Default | Ok I Cancel |

www.minneapolismn.gov/sbc ®* www.facebook.com/mplssbc ‘ Version: 10/12 | Page 7 of 7 |



http://www.minneapolismn.gov/sbc
http://www.facebook.com/mplssbc

