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Setup Module

The Setup module within Practice EHR can be used to manage and customize the environment

based on a practice’s specific needs. The Setup module is basically divided into two parts:

1. Administration

2. Profiles
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These can be accessed from the navigation bar on the left-hand side of the screen.
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1. Administration

The Administration section of the Setup module contains various buckets related to the practice's

setup.

ADMIMISTRATION

Client info

. User

Menu Role
Practice
Audit Log

Import Data

1.1. Client Info

This client info section of the Setup module is populated once a client signs up for
a Practice EHR trial.

cRaPracticeEHR w

GERIATRICS-P... ?

@Home %Patient @Schedu\ing m Reports @ Setup ‘%' Q, SEARCH PATIENT

-
ADMINISTRATION PROVIDERS PRODUCT
Client info N " 3
- ‘— Provider Information
& user 2
Menu Role h
Practice { Company Details )
Audit Log
Company  GERIATRICS Address | Enter your Address
Import Data City State Zip
PROFILES Contact Person Email
Tel Primary Admin
Update Client Info
Company Details \ y
{Subscription Payment Methods N
Payment
Method
Payment Details Renewal date
\ S

© 2024 Practice EHR. All rights reserved | www.practiceehr.com | 1-469-305-7171 3



o

1.2.

aPracticeEHR

Simplifying Healthcare

1.1.1.

Providers Information

o

This section will display the number of providers that have been provided

a specific license in the modules EHR, PM, or RCM that have been included

in that license.

1.1.2,

Company Details

This section can be used to edit and update the client’s information, such

as the company’s name, address, and contact.

1.1.3.

Payment Methods

This section will display the payment information added by the client while

signing up for Practice EHR.

User

The practice can create a user or manage user access through this section of the

Setup module.

@

GERIATRICS-P... 9

L—h:lPracticeEHR

Simplifying Healthcars

F@ Scheduling m Reports

G:D Home ,% Patient

@ Setup

_‘l_l_, User
Menu Role
Practice
Audit Log

Import Data

PROFILES

=]
ADMINISTRATION ®
First Name Last Name
Client info
User (Email) @ Active O Inactive O All

User

Create User

User (Email) First Name Last Name

aaleem@preprod.co.. AWAIS ALEEM Yes
aali@preprod.com AZHAR ALl Yes
aamir@preprod.com  AFFAN AAMIR Yes
adanahmad@prepr...  ahmad adan Yes
aghafoor@preprod....  ABDUL GHAFO... MA Yes
alicia@preprod.com ALICIA ALICIA Yes
aliza@preprod.com  aliza aliza Yes
atariq@preprod.com  TARIQ ANAS Yes
awais@preprod.com  AWAIS AWAIS Yes
aymen@preprod.com  aymen aymen Yes
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1.2.1. Search User

To search for a user, enter the first and/or last name of the user and click

“Search.” The user’s email address can also be entered in the designated

field to search for the user.

1.2.2. Search Result

Once the search is performed, the search result will be displayed as a list.

To manage user access, click on the user name or click “Create User” to

add a new user, which will open the following box.

User

First Name* M
Last Name * User (Email) *
Emergency Role v Menu Role * v
Default Provider | -SELECT - v Default Location | - SELECT - v
Allow Delete RX/Lab Provider - SELECT - v
EPCS Setting raive (@D
Allow EPCS EPCS 2nd Approver
Admin Show Setup Profiles
PMP Narx
Mutti Session

Twa Factor
Authentication User Group | - SELECT - v

- &

Enter the user's first and last name and email, and assign a menu
role to the user using the "“Menu Role” drop-down menu. The
system will send a link to the given email of the user to create a
password.

To assign the user to a specific provider, select the provider from
the “Default Provider” drop-down menu. You may do the same
for the default location.

Check the “Active” box to activate the menu role, or uncheck it
when the user becomes inactive.

Check the “"Admin” box to override any menu role assigned to the
user and give complete access to the features within Practice EHR.
Check the “Show Setup Profiles” box if the user will need access

to add the insurance plans, practice fee schedule, update
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scheduling reasons, or other similar administrative tasks listed in
the Profile section within the Setup module.

e If the user has a reason to be logged into two different devices,
check the “Multi Session” box.

e C(lick “"Create/Update User” as appropriate from the bottom of

the screen.

1.3. Menu Role

All the users are assigned menu roles to align their security with the tasks they are

supposed to perform within Practice EHR.
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ADMINISTRATION Menu Role(s)

Menu Role - Comments

Client info

ADMIN Admin

& user

Menu Role ADMIN FULL ACCESS Full Access

. ( BILLING For Billers ’
Practice
-~ FRONT DESK Limited Access
Audit Log

MEDICAL ASSISTANT For MA
Import Data
‘ PHYSICIAN For Providers '

PROFILES

19 ¢ Page 1 ofl > DI i Displaying 1t0 6 of 6 items

There are five key menu roles assigned within Practice EHR:

1. Admin Full Access: Assigning this role to a user will give them full access
to the system.

2. Billing: Assigning this role to a user will limit their access to clinical tasks
but will allow them to submit claims, print statements, and manage claim

denials.
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3. Front Desk: Assigning this role to a user will limit them to tasks like

Simplifying Healthcare

checking patients in and out, collecting co-payments, and scheduling
patients.

4. Medical Assistant: Assigning this role to a user will limit their access to
the billing functions but will allow them to enter clinical data within their
scope of practice.

5. Physician: Assigning this role to a user will limit them to clinical tasks.

If the user wants to customize a menu role, they can click on the menu role, which

will open a window.

Menu Role Privileges ®

[ELONZGVIEEC  Button Privileges

Role Name™*

Comments

Patient

Home Patient Scheduling

Dashboard CDS Auto Show Calendar
Copay Messages Search
MU Dashboard Chart Scheduling Day Sheet

Today's Appointment Financial Wait List

Patients In Office
Tracker Board

Notes In Progress

Not Billed Encounters

My Messages

Demographic
Insurance
Documents
Lab

Medication

Provider Schedule

The user can then customize the menu role by allowing or restricting access to

specific tasks.

Practice

This section of the Setup module deals with the information on the practice related

to the providers, resources, and locations.
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i User
Update Practice
Menu Role
Practice
Provider Resource Location
g — R e |
imporiliate Provider(s) ALL v
PROFILES Provider Last Name First Name Speciality Active
MAUGUSTE AUGUSTE LOUIS JOSEPH PT Yes
NDAVID NEWMAN DAVID GERIATRICS Yes
TALAN ALAN CHIRO TEST CHIRO Yes
TEST KENDY PT JOHN MULTI Yes
|9 < Page| 1 ofl » B £ Displaying 1to 4 of 4 items

There are three primary tabs in the Practice section of the Setup module:

1. Provider: This tab enlists the registered providers and is managed by the
support team of Practice EHR. The user can also add a provider by clicking
“Create Provider” on the top left-hand side of the tab.

2. Resource: This tab enlists the resources registered within the practice.
The user can create a resource by clicking "Create Resource” on the top
left-hand side of the tab.

3. Location: This tab enlists the locations created for the practice within
Practice EHR. The user can create a location by clicking “Create Location”
on the top left-hand side of the tab.

1.5. Audit Log

This section of the Setup module tracks all the activities performed within the

system, such as login, logout, patient visit open, patient chart open, etc.
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@ Home ,% Patient F@S(heduling m Reports

ADMINISTRATION Audit Trail

Client info
i User
Menu Role
Practice
Audit Log

User Audit
Import Data

Machine
PROFILES
58.65.177.106
58.65.177.106
58.65.177.106
58.65.177.106
58.65.177.106
58.65.177.106

58.65.177.106
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Login Name

HABIB@PRACT...
HABIB@PRACT...
HABIB@PRACT...
HABIB@PRACT...
HABIB@PRACT...
HABIB@PRACT...

HABIB@PRACT...

Login
Machine

Event

Event

LOGIN SUCCESS
LoGOUT
LOGOUT
LoGOUT
LOGOUT
LoGOUT

LOGOUT

Account #
From Date

v To Date

Administrator

TimeStamp (EDT)

7/30/2024 9:10:25 AM
7/30/2024 9:10:17 AM
7/30/2024 9:10:17 AM
7/30/2024 9:10:16 AM
7/30/2024 9:10:16 AM
7/30/2024 9:10:16 AM
7/30/2024 9:10:16 AM
19 ¢ Page
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There are two primary tabs in the Audit Log section:

Clinical Visit Date

1. User Audit: This tab can be used to track the activity of an individual user

using the search tabs. Leaving the search tabs empty will provide details

on the activities of all the users.

2. Audit Trail: This tab allows a user to track user activities by a specific

section of the system or audit type.
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