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In this chapter:
¢ eWebExtra OfficeMate Integration Overview, 1
e Software Requirements, 1
e Opening the OfficeMate Integration Home, 2

The eWebExtra OfficeMate Integration provides your patients the flexibility of
recording their medical information and requesting appointments online, making
your practice flow more smoothly and efficiently. With the eWeb Extra OfficeMate
Integration, you can easily record patient information and schedule appointments
in OfficeMate with the information your patients provide through your eWebExtra
site.

The eWebExtra OfficeMate Integration is an integrated group of web-based
services and desktop applications that extend your eWebExtra website
capabilities. It gives patients online access to your office at their convenience.
The eWebExtra OfficeMate Integration consists of these features and functions:

* Online Patient Forms: A web-based application for patients to fill out forms
prior to their office visit.

* Online Appointment Requests: A web-based application for patients to
request appointments.

e Patient Info Inbox: A local application, integrated with OfficeMate, that
receives and displays notifications of patient forms and appointment
requests for your practice to process.

* eWeb Schedule Sync: A local application that continuously synchronizes
the availability of providers and locations from the OfficeMate Scheduler
with the provider and location schedule available to patients online.

* OfficeMate Integration Home: A web-based tool that configures how
Patient Forms and Appointment Request schedules are presented to your
patients on your eWebExira website.

In order to use the eWeb Extra OfficeMate Integration, you must have the following
software and web-based applications:

e OfficeMate v10.0 or above, OR OfficeMate Enterprise v2.0.43 or above
o eWebkExtra

eWebExtra OfficeMate Integration User’s Guide 1
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Getting Started
Opening the OfficeMate Integration Home

The eWebExtra OfficeMate Integration is set up from the OfficeMate Integration
Home.

To open the OfficeMate Integration Home, follow the instructions below:

NOTE After you install the Patient Info Inbox, you can access the
OfficeMate Integration Home from the Inbox. For more information,

go to “Opening the OfficeMate Integration Home from the Patient
Info Inbox” on page 15.

1. In aweb browser, log in to http://www.eyefinity.com with your Eyefinity user
ID and password.

2. Click the eWEB tab on the Eyefinity home page.
Click Manage Your Site.

. HOME eINSURANCE eLAB eBUY eLEARN eWEB EREWARDS QR
eyefinity’
w—'"‘J Web design made easy AVA“_ABLE".
why e eebERya? NEW Features to Take Your Practice to the Next Level Yaur Vn:‘[?urc.-m online

stor s apen even

FAs

Tranin ® Open an eStore and instantly expand your dispensary with more
ing than 2,500 frames and contact lenses that patients can purchase
Email P ,
directly From you.
® Offer your patients a unique shopping experience with virtual
websystem3

Mirrar, where they can browse and wirtually try on Frames before
4PatientCars wisiting your office ta buy.

® Offer retail-ike promations, receive professionally designed

Manage Your Patients signage, and be included on the EyewearPromations .com consumer

Set Pricing wiehsite,
EX.E S
Make your website work for you, Checl out the many benefits etieb Edra
provides to maintain and promate your practice, NOW PART OF
eWebExira

SIGN
up

TANAVI

Your eWebExtra home page opens.
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4. Click Manage Your Site.

5.

eWebExtra

Published

Published

Manage You

Home Wielcome, techpubs

Help(@)

Whether you are creating
your website or updating it,

eWeb Extra makes it
fast & easy.

Create Your Practice Website

To Get Started
Just elick "Manage Your Site” and eWeb Extra walks you through several steps. Click "Next” to
o from one step to the next and sWeb Extra will sutomatically save your work.

“fou can always start creating your site now and finish it later.

To Continue Building Your Site
Just click "Manage Your Site” and continus the steps to finish building your site. Make sure you
click "Publish Wabsits” when you are finished.

To Update Your Published Site
Just click "Manage Your Site” and selsct the page you want to sdit on ths Isft navigation bar.
Make surs you click "Publish Wsbsits” when you are finished.

Privacy Palicy | Customer Care | Systemn Requirements | Terms and Conditions | HIPAA Agreement | @ 2012 Eyefinity, Inc. all rights reserved,

Click OfficeMate Integration.

eWebExtra

Choose Your Template
Home

Locations

Privacy Policy

Our Practice
Services
Articles

Patient Forms
Promotions
Special Events
Specialty Pages

officeMate Integration
eStore

Appointment Scheduling
ReorderContacts.com
Patient Survey

virtual Mirror
Additional Services

Order Website Pages

Publish Website

Choose Your Template _Save |

Click on the image for a larger preview of the template.

O pixel - Crystal QO posh - coral O wicinity - Beach
C pixel - Hight O posh - Lime O wicinity - city
C pixel - Spring C posh - Midnight O vicinity - Prairie

O posh - 0cean
O pash - silver

—~

O kcho - Green
O Echo - Grange
O Echo - Blue
O Echo - vallow
Q Echo - Purple

@ Hex - Green
QO Hex - Blue
O Hex - Brown

O Regal - Red O Scenic - Mountains

B - Bacalow

QO Boutigue - Royal

One of the following occurs:

— If you are registered for the eWebExtra OfficeMate Integration but have
not set up the integration yet, the OfficeMate Integration page opens
and displays a graphic of an exclamation mark.

— If you are not registered for the eWebExtra OfficeMate Integration yet,
the page displays the text “Coming Soon.”

— If you have already published the eWebExtra OfficeMate Integration, a
graphic of a green check mark appears.

eWebExira OfficeMate Integration User’s Guide 3
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6. Click Set Up eWebExtra OfficeMate Integration.
OR

If you have already published the eWebExtra OfficeMate Integration, click
Update.

ewebEXi’ro“ tInformation = hda ur Site Instructions = Tutorials = Logout

OfficeMate Integration _Sawe |
Choose Your Template
Home eWebExtra OfficeMate
Locations Integration Status

(et (el Your eWwebEstra OfficeMate Integration is configured and

published, and is available to your patients, You can
update your eWwWehExtra OfficeMate Integration settings

Our Practice any time by clicking below,

Services

Articles
_ Update (%))
Promotions

Special Events
Specialty Pages

Eyefinity Defauk

—m) ok

OfficeMate Integration
eStore

Appointment Scheduling
ReorderContacts.com
Patient Survey

virtual Mirror
Additional Services

£ Reasons for Visit

Order Website Pages

Publish Website

The login page for the OfficeMate Integration Home opens.

NOTE Eyefinity recommends that you bookmark the login page so that
you can access the OfficeMate Integration Home more quickly
in the future.

eWebExira OfficeMate Integration User’s Guide
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7. Type your eWebExtra OfficeMate Integration Username and Password and
then click Login.

e

Please log in or create an account to continue.

Already have an account? Don't have an account?
Sign in to your account. Create an account on our secure,
encrypted server.
Username *
Sign Up
Password *
* Required

Username Help | Password Help

The OfficeMate Integration Home page opens. The first time that you open
the OfficeMate Integration Home, the site prompts you to select your
practice name as you would like it to appear on your eWebExtra website
when patients request appointments or submit forms.

eWebExira OfficeMate Integration User’s Guide 5
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8. To set up your practice name for the first time, perform one of the tasks

below:

— If you would like to keep your current eWebExtra name, click OK.

— Ifyou would like to change your practice name, type the new name in the
Scheduling and Forms Integration Practice Name text box and click

OK.

| Enter Practice Name

The following practice name was retrieved from your eMehbExtra
website, pragnyal23.net, Your practice name will be displayed as the
title of your Scheduling and Forms Integration.

If you would like to use the current eWebExrtra name, click OK.
Otherwise, enter a new Practice Mame for Scheduling and Forms
Integration and click OK.

evebExtra Practice Mame: |

Scheduling and Forms ‘
Integration Practice Mame:

[0]:4

You are now ready to start setting up the eWebExtra OfficeMate Integration.

Edit Profile You are logged in as Test Three. Mot you?

OfficeMate Integration Home

OfficeMate Integration Home
) ¢
L N
customize your setup.

([  Edit your Standard Setup.

- - Use your OfficeMate Integration Home to complete the first time Standard Setup and then

First Time Insta"... J Instructions for completing the first time installation.

Logout

eWebExira OfficeMate Integration User’s Guide
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In this chapter:
¢ eWebExtra OfficeMate Integration Setup Overview, 7

e Connecting the Patient Info Inbox to OfficeMate, 8

e Setting Up the Standard Schedule and Patient Forms, 16

e Completing the Advanced Settings, 18

This chapter explains how to set up the eWebExtra OfficeMate Integration.

The OfficeMate Integration Home allows you to control which providers, locations,
and reasons for visit are visible to a patient when the patient requests
appointments or fills out forms on your eWebExtra website. It also allows you to
specify which insurance carriers are supported by those locations and providers.

Setting up the eWebExtra OfficeMate Integration consists of the following steps:

1. Connecting the Patient Info Inbox to OfficeMate. This step includes:

a.

Installing the eWeb Schedule Sync application on the server that stores
your OfficeMate data. The eWeb Schedule Sync is an application that
runs in the background and updates the eWebExtra OfficeMate
Integration with provider availability.

NOTE Only install the eWeb Scheduler Sync file on the server that
stores your OfficeMate data. Installing the eWeb Scheduler
Sync file on workstations will cause scheduling conflicts.

Installing the Patient Info Inbox on all the OfficeMate workstations you
will use for scheduling. The Patient Info Inbox application uploads your
providers and offices to the eWebExtra OfficeMate Integration.

2. Setting up and publishing the standard schedule and patient forms. In a few
moments after publishing, two navigation links appear on your eWebExtra
site: Appointment Request and Patient Forms. Patients can click these links
to submit appointment requests and patient forms online.

eWebExtra OfficeMate Integration User’s Guide
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3. Completing the advanced settings, which includes:
— Setting up practice locations.
— Setting up reasons for visits.
— Setting up and assigning insurance carrier schedule categories.
— Setting up and assigning schedule templates.
— Setting up e-mail notification addresses.

NOTE You do not need to complete all of the setup steps at once. The
OfficeMate Integration Home saves all completed changes.

This section tells you how to install the Schedule Sync and Patient Info Inbox
applications so that OfficeMate and the Patient Info Inbox can exchange data.

¢ |Installing the Schedule Sync Application, 8

¢ Installing the Patient Info Inbox, 11

¢ Connecting the Patient Info Inbox to OfficeMate, 13

e Opening the OfficeMate Integration Home from the Patient Info Inbox, 15

Installing the Schedule Sync Application

This section tells you how to set up the Schedule Sync application. The Schedule
Sync application is a program that runs in the background and syncs the
schedule on your eWebExtra website with the OfficeMate Appointment Scheduler
every ten minutes.

All changes made to the availability of providers and locations in OfficeMate is
reflected in your online schedule on your eWebExtra site after the eWebExira
OfficeMate Integration is published. The Schedule Sync application prevents
patients from requesting appointments for time slots that are unavailable.

NOTES Only install the eWeb Scheduler Sync file on the server that stores
your OfficeMate data. Installing the eWeb Scheduler Sync file on
workstations will cause scheduling conflicts.

eWebExira OfficeMate Integration User’s Guide
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To install the Schedule Sync application on the server, follow the instructions
below:

1. From the OfficeMate Integration Home page, click First Time Install.

2. On the Patient Info Inbox Setup page, click the eWeb Scheduler Sync
hyperlink and save the Windows installer package to the server.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

\ eWebExtra OfficeMate Integration

.. Patient Info Inbox Setup
Stepl - eWeb Scheduler Sync

Using an administrator account, install the eWeb Scheduler Sync service on your server by running
the eWeb Scheduler Sync installer file.

IMPORTANT: Only install the eWeb Scheduler Sync file on the server that stores the OfficeMate
data. Installing the eWeb Scheduler Sync file on workstations will cause scheduling conflicts.

If you have guestions about where to install the eweb Scheduler Sync file, please contact customer
support at (877) 448-0707.

eWeb Scheduler Sync: ewebExtraScheduleSync-2.0.3.msi - 1.07 MB

Step2 - Patient Info Inbox

Use an administrator account to install the Patient Info Inbox on each workstation where
scheduling is performed. Run the Patient Info Inbox installer file, and then start the application.

Patient Info Inbox: PatientinfoInbox-2.0.3.msi - 1.91 MB

Log into the Patient Info Inbox using an OfficeMate user 1D and password. Click Tools and then
select API Key Configuration. Copy and paste the Practice ID and API Access Key from the fields
below into the API Access Key Configuration Form and then click Configure.

Practice 1D
67

API Access Key
0dbOcb923aa424a0ab573e1f0193148¢369fb5el

Important: Keep your API Access Key confidential to protect your practice.

Generate New Key | Your new key will appear in the API Access Key box above.

Mote: If you already have an API Access Key and generate a new one, your current key
will become obsolete and will be replaced by the new one.

Next, click Tools and then select Upload Providers and Locations to upload providers and locations
from OfficeMate.

3. Run the eWeb Schedule Sync file you downloaded in the previous step.
The eWebExtra Schedule Sync Setup Wizard opens.
4. Click Next.

5. Install the Schedule Sync in this folder: C:\Program
Files\Eyefinity\eWebExtra Schedule Sync\.

eWebExira OfficeMate Integration User’s Guide
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6. Click Next and follow all the instructions in the wizard to install the Schedule
Sync application.

i eWebExtra Schedule Sync 2.0.0.0 Setup
Destination Folder
Click Mext ko install ta the default Folder or click Change ta choose anather,

Install ewvebExtra Schedule Sync 2.0,0.0 to:

‘C:lFrngram Files\EyefinityletwebExtra Schedule Syncl|

[ Back. H Hext I [ Cancel ]

7. After the installation is complete, click Finish to exit the wizard.

i eWebExtra Schedule Sync 2.0.0.0 Setup EH§|PX|

Completed the eWWebExtra Schedule Svnc
2.0.0.0 Setup Wizard

Click the Finish button to exit the Setup Wizard,

The Schedule Sync application is now running on your server and will
continuously sync the availability of providers and locations in the
OfficeMate Scheduler with your online schedule on your eWebExtra site
after the eWebExtra OfficeMate Integration is published.

8. To proceed with setting up the Patient Info Inbox, go to “Installing the Patient
Info Inbox” on page 11.

eWebExira OfficeMate Integration User’s Guide



Chapter 2

Setting Up the eWebExtra OfficeMate Integration
Connecting the Patient Info Inbox to OfficeMate

Installing the Patient Info Inbox

The Patient Info Inbox is the application that receives and displays notifications of
patient appointment requests and patient forms. You can set up as many Patient
Info Inboxes as needed.

NOTES e You must install the Patient Info Inbox on the same computer that
has OfficeMate installed.

* After installing the Patient Info Inbox, you can add it to the Add-Ins
drop-down menu in OfficeMate. For more information on setting
up add-ins, see the OfficeMate User’s Guide.

To install the Patient Info Inbox, follow the instructions below:

1. On the Patient Info Inbox Setup page, click the Patient Info Inbox hyperlink
and save the Windows installer package to your computer.

Edit Profile You are logged in as Test Two. Not you? Logout

OfficeMate Integration Home

\ eWebExtra OfficeMate Integration

. Patient Info Inbox Setup

Stepl - eWeb Scheduler Sync

Using an administrator account, install the eWeb Scheduler Sync service on your server by running
the eWeb Scheduler Sync installer file.

IMPORTANT: Only install the eWeb Scheduler Sync file on the server that stores the OfficeMate
data. Installing the eWeb Scheduler Sync file on workstations will cause scheduling conflicts.

If you have questions about where to install the eWeb Scheduler Sync file, please contact customer
support at (877) 448-0707.

eWeb Scheduler Sync: eWebExtrascheduleSync-2.0.2.msi - 1.07 MB

Step2 - Patient Info Inbox

Use an administrator account to install the Patient Info Inbox on each workstation where
scheduling is performed. Run the Patient Info Inbox installer file, and then start the application.

Patient Info Inbox: PatientInfolnbox-2.0.3.msi - 1.91 MB

Log into the Patient Info Inbox using an OfficeMate user ID and password. Click Tools and then
select API Key Configuration. Copy and paste the Practice ID and API Access Key from the fields
below into the API Access Key Configuration Form and then click Configure.

Practice ID
67

API Access Key
0db0cb923aa424a0ab573e1f0193148e369fb5e8

Important: Keep your API Access Key confidential to protect your practice.

Generate New Key | Your new key will appear in the API Access Key box above.

Mote: If you already have an API Access Key and generate a new one, your current key
will become obsolete and will be replaced by the new one.

Next, click Tools and then select Upload Providers and Locations to upload providers and locations
from OfficeMate.

2. Run the Patient Info Inbox file you downloaded in the previous step.
The eWebExtra Patient Info Inbox Setup Wizard opens.

eWebExira OfficeMate Integration User’s Guide 11
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3. Click Next.

Install the Patient Info Inbox in this folder: C:\Program
Files\Eyefinity\Patient Info Inbox\.

5. Click Next and follow all the instructions in the wizard to install the Patient
Info Inbox.

%% eWebbxra Patient Info Inbox 2.0.0.0 Setup

Destination Folder

Click Mext ta install to the default folder or click Change to choose another.

Install e\WebExtra Patient Info Inbox 2.0.0.0 ko:

|C:1Program Files\EvefinityiPatient Info Inbox

[ Back | mext [ Cancel ]

6. After the installation is complete, click Finish to exit the wizard.

i eWehbxira Patient Info Inbox 2.0.0.0 Setup gli|g|

Completed the eWebExira Patient Info
Inbox 2.0.0.0 Sebup Wizard

Click the Finish button ko exit the Setup Wizard,

7. To proceed with setting up the eWebExtra OfficeMate Integration, go to
“Connecting the Patient Info Inbox to OfficeMate” on page 13.

eWebExira OfficeMate Integration User’s Guide
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Connecting the Patient Info Inbox to OfficeMate

The Patient Info Inbox requires a database connection with OfficeMate in order to
be able to share information about patients, locations, schedules, and providers.
You establish the connection with a Practice ID and APl Access Key.

Any providers and locations that you want to be visible to a patient when the
patient requests appointments or fills out forms on your eWeb Extra website must
first be set up in OfficeMate.

To connect OfficeMate to the Patient Info Inbox, follow the instructions below:

NOTE Repeat this procedure for each Patient Info Inbox you are running.

1. On the Patient Info Inbox Setup page, locate the Practice ID and API
Access Key. Copy or write down this information.

NOTE If you think that security has been compromised, or you want a
new APl Access Key, click Generate New Key and your new
key will appear in the APl Access Key field.

Edit Profile You are logged in as Test Twe. Not you?  Logout

OfficeMate Integration Home

. eWebExtra OfficeMate Integration

- Patient Info Inbox Setup

Stepl - eWeb Scheduler Sync

Using an administrator account, install the eWeb Scheduler Sync service on your server by running
the eWeb Scheduler Sync installer file.

IMPORTANT: Only install the eWeb Scheduler Sync file on the server that stores the OfficeMate
data. Installing the eWeb Scheduler Sync file on workstations will cause scheduling conflicts.

If you have guestions about where to install the eWeb Scheduler Sync file, please contact customer
support at (877) 448-0707.

eWeb Scheduler Sync: eWebExtraScheduleSync-2.0.3.msi - 1.07 MB

Step2 - Patient Info Inbox

Use an administrator account to install the Patient Info Inbox on each workstation where
scheduling is performed. Run the Patient Info Inbox installer file, and then start the application.

Patient Info Inbox: PatientinfoInbox-2.0.3.msi - 1.91 MB
Log into the Patient Info Inbox using an OfficeMate user ID and password. Click Tools and then

select API Key Configuration. Copy and paste the Practice ID and API Access Key from the fields
below into the API Access Key Configuration Form and then click Configure.

Practice ID
67

API Access Key

0db0ch823aa424a0ab573e1f0193f48e360fb5e8

Important: Keep your API Access Key confidential to protect your practice.

Generate New Key | vour new key will appear in the AP Access Key box abave.

Mote: If you already have an API Access Key and generate a new one, your current key
will become obsolete and will be replaced by the new one.

Next, click Tools and then select Upload Providers and Locations to upload providers and locations
from OfficeMate.

2. Open the Patient Info Inbox by clicking the Windows Start button, selecting
All Programs, and selecting Patient Info Inbox.

The Patient Info Inbox Login window opens.

eWebExira OfficeMate Integration User’s Guide 13
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3. Type your OfficeMate user ID and password in the User ID and Password
text boxes and click Log In.

£B) Patient Info Inbox v.2.0.0 E@E‘

Patient Info Inbox Login

[Uss your current Dfficshate Lagin)

User ID; |admin |
Password |""" |
[ or ] [ o= ]

If you are logging in for the first time, a dialog box appears, notifying you that
the APl Key needs to be configured.

4. Click OK to close the dialog box.

API Key needs ko be configured under the Tools menu befare using application,

The Patient Info Inbox opens.

5. From the Patient Info Inbox window, click Tools and select APl Key

Configuration.
EB Patient Info Inbox CEX
[ Tools | options Help
API Key Configuration . .
Upload Providers and Locations There are 0 pending R lablo.
o To Patisnt Info Manager There are 0 Patient Forms available to ile to your Offi records.

Appoiniment Requests | Patient Forms

Received Name Appointment Date and Time Insurance Carrier Reason For Visit Location Doctor

Status: Updated at 11:02 AM

The APl Access Key Configuration Form page opens.

6. Paste or type the Practice ID and APl Access Key values that you copied
in step 1 into the corresponding text boxes on the APl Access Key
Configuration Form page.

7. Click Configure.

£B] 4PI Access Key Configuration Form Q@@

APl Access Key [ z475heb1 dibaf 7ib770dcHedde22c Te1b5 eb]

Configure

The Patient Info Inbox and OfficeMate are now configured to exchange data
with each other.

14 eWebExira OfficeMate Integration User’s Guide
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8. From the Patient Info Inbox window, click Tools and select Upload
Providers and Locations.

NOTE Repeat this step each time you change providers or locations in
OfficeMate.

E8 patient Info Inbox

Tooks | Options  Help

API Key Configuration

There are 0 pendin i R .
Uplosd Providers And Locations L & [ Rafesn |

So To Patient Info Manager There are 0 Patient Farms available ta ile to your Offi records.

Appointment Requests | Patient Farms

Received Name Appointment Date and Time Insurance Carrier Reason For Visit Location Doctor

Status: Updated at 11,02 AM

A dialog box opens confirming that Providers and Locations are updated.
9. Click OK to close the dialog box.

Opening the OfficeMate Integration Home from the Patient
Info Inbox

After you install the Patient Info Inbox, you can open the OfficeMate Integration
Home directly from the Patient Info Inbox.

Open the Patient Info Inbox.
2. Click Tools and select Go to OfficeMate Integration Home.

£ patient Info Inbox ‘;HE'E'
AP Key Configuration . :
Upload Providers And Locations fhersleceiipendinalion ben [,
Go To Patient Info Manager There are 0 Patient Forms ilable to ile to your OfficeMate records.

Appointment Riequests | Patient Forms

Received Name Appaintment Date and Time Insurance Carrier FReason For Visit Location Doctar

Status: Updated at 11:02 AM

The OfficeMate Integration Home login page opens.

NOTE Eyefinity recommends that you bookmark the login page so that
you can access the OfficeMate Integration Home more quickly
in the future.

eWebExira OfficeMate Integration User’s Guide 15
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Setting Up the Standard Schedule and Patient Forms

3. Type your eWebExtra OfficeMate Integration Username and Password and
click Login.

e

Please log in or create an account to continue.

Already have an account? Don't have an account?

Sign in to your account. Create an account on our secure,
encrypted server.

Username * P

Password *

* Required

Username Help | Password Help

The OfficeMate Integration Home opens.

Setting Up the Once you have installed the Patient Info Inbox and eWeb Schedule Sync, you are
Standard ready to set up the standard schedule and patient forms.
Schedule and

. From the OfficeMate Integration Home page, click Standard Setup.
Patient Forms % Pag P

The Standard Schedule Setup page opens.

2. Toinclude the standard schedule on the website, click the Schedule
checkbox.

3. If you want to have patient forms available on the website, select the Patient
Forms checkbox.

4. Provide up to four email addresses where you would like to receive
appointment request notifications. You must enter at least one email
address. All appointment requests are also sent to the Patient Info Inbox.

NOTE If you would like appointment request notifications to go to
more than four email addresses, create an email
distribution list and enter it here.

5. Ifyou chose toinclude the schedule on the website, select the locations and
providers that will use the standard schedule. If you did not choose to
include the schedule, go to step 7.

6. Select the appointment minute increments to use on the standard schedule.

16 eWebExira OfficeMate Integration User’s Guide



Chapter 2 Setting Up the eWebExtra OfficeMate Integration
Setting Up the Standard Schedule and Patient Forms

7. Click Complete Setup to add the standard schedule and/or patient forms to
your website.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

,  Standard Schedule Setup

w/_\!,—" Setup your standard schedule and farms. You may edit your standard schedule setup at any time
and you may customize your schedule and forms by using the advanced settings option (available
once the standard setup is completed).

Step 1: Select Schedule, Patient Forms or both. This determines which functionality will be available on
your website.

Schedule (Complete all 4 Steps)
Patient Forms (Complete Steps 1 and 2 only)
Step 2: Provide up to four email addresses where yvou would like to receive appointment request

notifications. You may change or create additional email addresses after the standard schedule
setup is created by using the "advanced settings" feature.

jerdi@vsp.com

Step 3: A standard schedule will be created for each Location and Provider selected:
Loc 4 Mot Really Hawaii - Sanborn, Amber

Wineinger Eyecare, P.A, - Crabtree, Josh

Wineinger Eyecare, P.A. - Wineinger, 0.D., Ryan

Wineinger Eyecare, P.A. - Pechacek, Angela

Loc 4 Mot Really Hawaii - Christian, Ileah

EEOEO

Wineinger Eyecare, P.A. - Wineinger, 0.D., Roger
Step 4: Select your appointment minute increments to be used for the online appointment schedule.

“Your minute increments should be the same as the minute increments you currently use in your
OfficeMate appointment scheduler.

15 ~ Appointment minute increments

Select the Complete Setup button to add the appropriate schedule and form access on your website.

Complete Setup J

In a few moments after completing the setup, new navigation links appear
on your eWebExtra site: Appointment Request and/or Patient Forms.
Patients can click these links to submit appointment requests and patient
forms online.

Demo Practice

P Appointment Request

PR P Request an anfing. To ensure your ion i safie, you will be prompted to
: lngn, where you can request an appomtment, Whil there, you can also complete anline patient forrms.

P —

s
To request & these smple steps e
Home

1. Chick Fequest Appoirrent” below ——
o 2. Answer & few questions about the reagon for yois visit and your insurance informition = Z3
Lecations. 3. Select your prefarred appointment time from the schedule presanted Aey——
. 4. Logn bo complete your request and receive your confirmation (If this i your firss visit you'l nesd 1o
—_— Create & bagin 1o our Site - don't worry, wiell helpl)

Contaet Us: Request Appointment E}J

Phana: 349555 5555

8. You can change the order of the navigation links from your eWebExtra Site
Builder.

NOTE After you complete the eWebExtra OfficeMate Integration, be
sure to update the Patient Info Inbox, as needed.
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Completing After you have completed the standard setup, you can click the Advanced
the Settings links to set up additional eWebExtra OfficeMate Integration features.
Advanced

Settings

Setting Up Practice Locations, 18

Setting Up Reasons for Visit, 20

Setting Up Insurance Carrier Schedule Categories, 23
Setting Up and Assigning Schedule Templates, 27
Setting Up E-mail Notification Addresses, 36

Setting Up Practice Locations

This section tells you how to set up the office locations that you uploaded from
OfficeMate so that they display correctly when a patient requests appointments or
fills out forms on your eWebExtra website.

NOTE If you add or remove offices from OfficeMate, update the Patient Info

Inbox with the current offices. For more information on updating
offices, go to “Connecting the Patient Info Inbox to OfficeMate” on
page 13.

Follow the instructions below to set up office locations for the eWebExtra
OfficeMate Integration:

1.

From the OfficeMate Integration Home page, click the Show advanced
settings... hyperlink.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

OfficeMate Integration Home
b
a h_(" Use your OfficeMate Integration Home to complete the first time Standard Setup and then
customize your setup.

standal’d selup ) Edit your Standard Setup.

Show advanced settings...
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2. Click the Practice Locations hyperlink.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

\  OfficeMate Integration Home
A &
“_,_\‘(" Use your OfficeMate Integration Home to complete the first time Standard Setup and then
customize your setup.

.standrd selup J Edit your Standard Setup.

Advanced Settings

Practice Locations - Rename your Practice Locations

Reasons For Visit - Maintain reasons for visit
Insurance Carrers - Maintain and group your insurance carriers

Provider and Location Schedules - Assign and edit schedule templates

Email Notification Addresses - Add or change email addresses

APT Access Key & Installers - Update your AFI Key and find the |atest installers

The Practice Locations page opens.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

» Practice Locations

B8 Check Name and Time Zone
Review each location's time zone and make changes where applicable.
The Location table below is populated by the Provider and Location Upload program. Only ‘Active’

OfficeMate locations with a type of 'Location’ are displayed. To make changes, edit Locations in
OfficeMate HomeOffice and run the Provider and Location Upload program.

Location Name Location Time Zone Display Name
OfficeMate Software Solutions  Pacific Daylight Time v  OfficeMate Software Solutions
Tech Location Pacific Daylight Time v  TechLocation

Cancel Save

3. For each location, select the correct time zone for that location from the
Location Time Zone drop-down menu.

NOTE If your server is in one time zone but an office is in another,
select the time zone of the office.

4. For each location, type the office name you want patients to see in the
Display Name text box. This is the name that will be displayed on your
eWeb£Exira website and the Patient Info Inbox.

5. Click Save.
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Setting Up Reasons for Visit

This section tells you how to set up Reasons for Visit. Patients choose from these
reasons when requesting appointments from your eWeb Extra website.
To set up the Reasons for Visit, follow the instructions below:

1. From the OfficeMate Integration Home page, click the Show advanced
settings... hyperlink.

2. Click the Reasons for Visit hyperlink.

Edit Profile You are logged in as Test Twe. Not you?  Logout

OfficeMate Integration Home

1 OfficeMate Integration Home
> 2 ¢

‘hf’ Use your OfficeMate Integration Home to complete the first time Standard Setup and then
customize your setup.

Stl‘ldﬂl’d Setup J Edit your Standard Setup.

Advanced Settings

Practice Locations - Rename your Practice Locations

Reasons For Visit - Mpintain reasons for visit

Insurance Carrers - Maintain and group your INsurance carriers

Provider and Location Schedules - Assign and edit schedule templates

Email Notification Addresses - Add or change email addresses

APT Access Key & Installers - update your APT Key and find the latest installers

The Reasons for Visit page opens.
3. To add a new reason, perform the following steps.
a. Click the Add a Reason for Visit hyperlink.

Edit Profile You are logged in as Test Two. Mot you?  Logout

OfficeMate Integration Home

4 Reasons for Visit
Lo Add, Edit, and Change Order

Reasons for Visit are used to populate the Reasons for Visit lists in Patient Forms and Appointment
Requests.

Add 3 Reason by dicking on the Add a Reason for Visit link.
Edit a Reason for Visit by clicking on Modify.
Change the order your Reasons are displayed with the Display Order Up and Down arrow controls.

Add a Reason For Visit

Reason for Visit g':ﬂ:v
Eve Infection/Problem Modify Delete v

New Patient Vision Exam Modify Delete Vi
Established Patient Eve Exam Modify Delete VA
Contact Lens Exam Modify  Delete Vi
Contact Lens Follow-up Modify  Delete Vi
Other (Please specify below) A

The Add New Reason page opens.
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b. Type areason in the Reason for Visit text box.

Edit Profile You are logged in as Test Two. Not you?

Logout

OfficeMate Integration Home

4, Reasons for Visit Maintenance

Ros Add New Reason

Enter a new Reason for Visit in the space provided.

Reason for Visit *

Ca ncei

c. Click Save.

4. To change the name of a Reason for Visit, perform the following steps.
a. Click the Modify hyperlink next to the reason you want to modify.

Edit Profile You are logged in as Test Twao. Not you?

OfficeMate Integration Home

4, Reasons for Visit
RS Add, Edit, and Change Order

Reasons for Visit are used to populate the Reasons for Visit lists in Patient Forms and Appointment
Reguests.

Add a Reason by dlicking on the Add a Reason for Visit link.
Edit 2 Reason for Visit by clicking on Modify.

Change the order your Reasons are displayed with the Display Order Up and Down arrow controls.

Add a Reason For Visit

Logout

Reason for Visit g"‘r:j'::v
Eye Infection/Problem Maodify| Delete v
New Patient Vision Exam Modify Delete Vi
Established Patient Eye Exam Modify Delete Vi
Contact Lens Exam Modify Delete VA
Contact Lens Follow-up Modify Delete Vi
Other (Please specify below) A

The Edit Reason page opens.
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b. Type the new name in the Reason for Visit text box
c. Click Save.

NOTE You cannot modify the Other (Please specify below) reason.
When a patient requests an appointment, a blank text box
displays below this reason so that the patient can type his or
her own reason.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

», Reasons for Visit Maintenance
. Edit Reason

Make changes to your Reason for Visit in the space provided.

Reason for Visit ¥

ContactLens Exam

Cancel

5. To change the display order, click the arrow buttons in the Display Order
column.

Edit Profile You are logged in as Test Twe. Not you?  Logout

OfficeMate Integration Home

», Reasons for Visit
R.# Add, Edit, and Change Order

Reasons for Visit are used to populate the Reasons for Visit lists in Patient Forms and Appointment
Requests.

Add a Reason by clicking on the Add a Reason for Visit link.
Edit a Reason for Visit by clicking on Modify.
Change the order your Reasons are displayed with the Display Order Up and Down arrow controls.

Add 3 Reason For Visit

Reason for Visit gz‘::v
Evye Infection/Problem Modify  Delete v

New Patient Vision Exam Modify  Delete Vi
Established Patient Eye Exam Modify  Delete Vi
Contact Lens Exam Modify  Delete YaA
Contact Lens Follow-up Modify  Delete Vi
Other (Please specify below) A
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Setting Up Insurance Carrier Schedule Categories
This section tells you how to set up insurance carriers so that they display
correctly on your eWebExtra website.

¢ Understanding Insurance Carrier Schedule Categories, 23
e Assigning Schedule Categories to Insurance Carriers, 23

Understanding Insurance Carrier Schedule Categories

Each insurance carrier that a patient can select must be assigned to a schedule
category. A schedule category determines which appointment times a patient
with a specific insurance carrier sees when he or she requests an appointment.

By default, each carrier is assigned to Schedule Category 1. You can assign a
different number to a specific carrier or a group of carriers. You can assign up to
four schedule categories.

NOTES For example, if you only want patients with VSP and Medicaid to
make appointments for Mondays and Tuesdays:

e Assign Category 2 to VSP and Medicaid.

e When creating a schedule template, assign Category 2 to
Monday and Tuesday. For more information on creating and
assigning schedule template, go to “Setting Up and Assigning
Schedule Templates” on page 27.

Assigning Schedule Categories to Insurance Carriers
Follow the instructions below to assign schedule categories to insurance carriers:

1. From the OfficeMate Integration Home page, click the Show advanced
settings... hyperlink.

2. Click the Insurance Carriers hyperlink.

Edit Profile You are logged in as Test Tweo. Mot you? Logout

OfficeMate Integration Home

OfficeMate Integration Home

- /f" Use your OfficeMate Integration Home to complete the first time Standard Setup and then
customize your setup.

Standard Selup #J Edit your Standard Setup.

Advanced Settings

Practice Locations - Rename your Practice Locations

Reasons For Visit - Maintain reasans for visit

Insurance Carriers - aintain and group your insurance carriers

Provider and Location Schedules - Assign and edit schedule templates

Email Notification Addresses - Add or change email addresses

API Access Key & Installers - update your API Key and find the latest installers

The Insurance Carriers page opens.
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3. To add an insurance carrier, perform the following steps.
a. Click the Add Insurance Carrier hyperlink.

Edit Profile You are logged in as Test Tweo. Not you?  Logout

OfficeMate Integration Home

#, Insurance Carriers

h.o Configure Carriers

Insurance Carriers populate the Insurance Carriers lists in Patient Forms and Appointment Regquests.
Schedule Categories provide a method of controlling when patients see available appointment times.

Add an Insurance Carrier by clicking on the Add Insurance Carrier link.

Edit an Insurance Carrier Name by clicking on Modify.

Delete an Insurance Carrier by clicking on Delete.

Assign a Schedule Category to each carrier by choosing a category from the drop down list.

Add Insurance Carrier

Insurance Carrier Name Schedule Category

No Insurance Category 1 -

Aetna Category 1 ~ Modify  Delete
Blue Shield Category 1 ~ Modify  Delete
Cigna Category 1 ~ Modify  Delete
Medicaid Category 1 - Modify  Delete
vsp Category 1 = Modify  Delete
Other Category1 =

The Add New Carrier page opens.

b. Type the insurance carrier name in the Insurance Carrier Name text
box.

c. Select a category from the Schedule Category drop-down menu.
d. Click Save.

Edit Profile You are logged in as Test Two. Not you? Logout

OfficeMate Integration Home

», Insurance Carrier Maintenance
- Add New Carrier

Enter a new Insurance Carrier and select a Schedule Category.

Insurance Carrier Name *

Schedule Category *

Category 1 -

Cancel
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4. To modify an insurance carrier, perform the following steps.
a. Click the Modify hyperlink next to the carrier you want to modify.

Edit Profile You are logged in as Test Two. Not you? Logout

OfficeMate Integration Home

* Insurance Carriers
Lol Configure Carriers
Insurance Carriers populate the Insurance Carriers lists in Patient Forms and Appointment Requests.
Schedule Categories provide 3 method of controlling when patients see available appointment times.

Add an Insurance Carrier by dicking on the Add Insurance Carrier link.

Edit an Insurance Carrier Name by clicking on Modify.

Delete an Insurance Carrier by clicking on Delete.

Assign a Schedule Category to each carrier by choosing a category from the drop down list.

Add Insurance Carrier

Insurance Carrier Name Schedule Category

No Insurance Category 1

Aetna Category 1 = Modify | Delete
Blue Shield Category 1 ~ Modify | Delete
Cigna Category 1 = Modify | Delete
Medicaid Category 1 ~ Modify | Delete
vsp Category 1 = Modify Delete
Other Category 1 ~

The Edit Carrier page opens.
b. Type the new name in the Insurance Carrier Name text box.
c. Select a category from the Schedule Category drop-down menu.
d. Click Save.

Edit Profile You are logged in 35 Test Two. Not you?  Logout

OfficeMate Integration Home

., Insurance Carrier Maintenance
..o Edit Carrier

Make changes to your Insurance Carrier and Schedule Category in the fields provided.

Insurance Carrier Name *

VSP

Schedule Category *

Category 1 -

Cancel

eWebExira OfficeMate Integration User’s Guide 25



Chapter 2 Setting Up the eWebExtra OfficeMate Integration
Completing the Advanced Settings

5. To delete an insurance carrier, click the Delete hyperlink next to the carrier
you want to delete.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

# Insurance Carriers
Lol Configure Carriers
Insurance Carriers populate the Insurance Carriers lists in Patient Forms and Appointment Requests.
Schedule Categories provide a method of controlling when patients see available appointment times.

Add an Insurance Carrier by clicking on the Add Insurance Carrier link.

Edit an Insurance Carrier Name by clicking on Modify.

Delete an Insurance Carrier by clicking on Delete.

Assign a Schedule Category to each carrier by choosing a category from the drop down list.

Add Insurance Carrier

Insurance Carrier Name Schedule Category

Mo Insurance Category 1 ~

Aetna Category 1 ~ Modify | Delete
Blue Shield Category 1 ~ Modify | Delete
Cigna Category 1 = Modify | Delete
Medicaid Category 1 ~ Modify | Delete
VSp Category 1 - Madify Delste
Other Category1 =

6. To assign a Schedule Category to an insurance carrier, select the category
from the Schedule Category drop-down menu next to the carrier.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

% Insurance Carriers

Lo Configure Carriers

Insurance Carriers populate the Insurance Carriers lists in Patient Forms and Appointment Requests.
Schedule Categories provide a method of controlling when patients see available appointment times.

Add an Insurance Carrier by clicking on the Add Insurance Carrier link.

Edit an Insurance Carrier Name by clicking on Modify.

Delete an Insurance Carrier by dlicking on Delete.

Assign a Schedule Category to each carrier by choosing a category from the drop down list.

Add Insurance Carrier

Insurance Carrier Name Schedule Category

No Insurance Category 1 =

Aetna Category 1 - Modify ~ Delete
Blue Shield Category 1 - Modify  Delete
Cigna Category 1 - Modifv  Delete
Medicaid Category 1 - Modify  Delete
vsp Category 1 = Madify Delete
Other Category 1
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Setting Up and Assigning Schedule Templates

This section tells you how to set up provider and location schedules that are
displayed to patients on your eWebExtra website.

¢ Opening the Provider and Location Schedules Page, 27
¢ Assigning and Publishing Schedule Templates, 27

e (Creating a New Schedule Template, 29

* Modifying an Existing Schedule Template, 30

NOTE To display the correct schedules on your eWebExira website, make
sure that all locations, providers, and provider schedules are set up
correctly in OfficeMate.

Opening the Provider and Location Schedules Page
1. From the OfficeMate Integration Home page, click the Show advanced
settings... hyperlink.

2. Click the Provider and Location Schedules hyperlink.

| Edit Profile You are logged in as Test Two. Not vou?  Logout

OfficeMate Integration Home

OfficeMate Integration Home
) |
- ,_\_K" Use your OfficeMate Integration Home to complete the first time Standard Setup and then
customize your setup.

Standal’d selup_._ J Edit your Standard Setup.

Advanced Settings

Practice Locations - Rename your Practice Locations
Reasons For Visit - Maintain reasons for visit

Insurance Carrers - Maintain and group your insurance carriers

Provider and Location Schedules - Assigrl and edit schedule templates

Email Notification Addresses - Add or change email addresses

APT Access Key & Installers - Update your API Key and find the latest installers

The Provider and Location Schedules page opens.

Assigning and Publishing Schedule Templates

You need to assign a schedule template to each provider that practices at each
location that you want available to patients online. You can use the pre-loaded
templates, or you can create and assign your own templates.

Each schedule template determines when a patient can schedule appointments
based on his or her insurance and reason for the appointment.
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Follow the instructions below to assign a template to each provider at each
location:

1.

Open the Provider and Location Schedules page. For more information on
opening the page, go to “Opening the Provider and Location Schedules
Page” on page 27.

For each row, select a template from the Template drop-down menu.

NOTE If you do not see a template you want, you can create a new
template or modify an existing one. For more information on
creating new templates, go to “Creating a New Schedule
Template” on page 29. For more information on modifying a
schedule template, go to “Modifying an Existing Schedule
Template” on page 30.

Edit Profile You are logged in as Test Twe. Not you? Logout

OfficeMate Integration Home

. Provider and Location Schedules

RS Create and Edit Schedule Templates

~
Repeat the following steps to create a new Schedule Template for each Doctor and Location.™

Assign a schedule template from the drop down list.

Change a schedule template with the Edit Template link. (Default templates cannot be edited)
Create a new schedule template with the Create New Template link.

Display a Doctor at a location with the Publish button.

Hide a Doctor at a location with the Unpublish button.

eWeb
Doctor + Location Template Scheduler
Status

Default Blank Template -
OfficeMate

. . i .
Miller, 0.0., Michael Software Solutions QFF Puhlish

Create New Template

Default Open Template -

Ruiz, M.D., OfficeMate -
Raymond Software Solutions &L Unpublish

Create New Template

Default Open Template -
Thomas, 0.D., OfficeMate P P

David Software Solutions OFF fublish

Create New Template

*Doctors and their respective Locations are populated by the Provider and Location Upload program.

Click Publish to publish a provider’s schedule at a location on your
eWebExtra website. This schedule will be available online after you publish
the eWebExtra OfficeMate Integration. For more information on publishing
the eWebExtra OfficeMate Integration, go to “Setting Up the Standard
Schedule and Patient Forms” on page 16.

NOTE To remove a provider's schedule, click Unpublish next to the
schedule you want to remove.
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Creating a New Schedule Template

You may want to create a new and uniquely-named template for each provider
and location combination that requires a unique schedule. You create a new
schedule template by basing it on an existing template. You can use any existing
template as a base template.

1.

Open the Provider and Location Schedules page. For more information on
opening the page, go to “Opening the Provider and Location Schedules
Page” on page 27.

Click the Create New Template hyperlink in the Template column for the
provider and location for which you want to create the template.

Edit Profile You are logged in as Test Two. Mot you?  Logout

OfficeMate Integration Home

. Provider and Location Schedules

. & Create and Edit Schedule Templates

Repeat the following steps to create a new Schedule Template for each Doctor and Location.®

Assign a schedule template from the drop down list.

Change a schedule template with the Edit Template link. (Default templates cannot be edited)
Create 3 new schedule template with the Create New Template link.

Display a Doctor at a location with the Publish button.

Hide a Doctor at a location with the Unpublish button.

eWeb
Doctor ¥ Location Template Scheduler
Status

Default Blank Template -
OfficeMate

OFF Publish
sefinare SRS | Comte e anstate |

Miller, 0.D., Michael

Default Open Template -

Ruiz, M.D., OfficeMate -
Raymond Software Solutions @l Elnpublis

Create New Template

Thomas, 0.D., OfficeMate Defaull Open Template M

David Software Solutions OFF Rublchy

Create New Template

*Doctors and their respective Locations are populated by the Provider and Location Upload program.

The New Schedule Template page opens.

Select a template to base the new template on from the Schedule template
model drop-down menu.

Type a name for the new template in the New schedule name text box.
Click Save.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home Provider and Location Schedules

.| New Schedule Template

i Create New Template

Select an existing schedule template after which to model your new template. Your new template can be
modeled after the default or blank templates, or one that you've already created.

New schedule template for Miller, 0.D., Michael at OfficeMate Software Solutions

Scheduls templats medsl:  Default Blank Template -

New schedule name:

The new template is assigned to the provider and location for which you
created the template. The new template name also appears in the Template
drop-down menu for all providers at all locations.
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Modifying an Existing Schedule Template

Modifying a template modifies that template for all providers and locations to
which the template is applied. You may want to create a new and uniquely-named
template for each provider and location combination that requires a unique
schedule.

1. Open the Provider and Location Schedules page. For more information on
opening the page, go to “Opening the Provider and Location Schedules
Page” on page 27.

Select a template from the Template drop-down menu.
Click the Edit Template hyperlink.

Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

», Provider and Location Schedules
R.o Create and Edit Schedule Templates

Repeat the following steps to create a new Schedule Template for each Doctor and Location.™

Assign a schedule template from the drop down list.

Change a schedule template with the Edit Template link. (Default templates cannot be edited)
Create a new schedule template with the Create New Template link.

Display a Doctor at a location with the Publish button.

Hide a Doctor at a location with the Unpublish button.

eWeb
Doctor Location + Template Scheduler
Status
Blank -
Thomas, Q.D., OfficeMate
David Software Solutions Jate OFF
== Ten

Default Open Template -

Ruiz, M.D., OfficeMate =
Raymond Software Solutions &y bnpublisiy
Create New Template

OfficeMate Default Eyefinity Template -

Software Solutions

Miller, 0.D., Michael OFF

Create New Template

*Doctors and their respective Locations are populated by the Provider and Location Upload program.

The selected template opens with the Reasons for Visit tab active.
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4. Select the check box in the Display column for each Reason for Visit you
want to appear on your eWebExira website.

5. Select the duration (in minutes) allowed per appointment for each type of
visit in the Duration column.

6. Click Next.
Edit Profile You are logged in as Test Two. Not you?  Logout
OfficeMate Integration Home Provider and Location Schedules
Eyefinity Original

‘ Reasons for Visit | Reasons for Visit Schedule Insurance Carriers Insurance Carriers Schedule

Select the Reasons for Visit and corresponding Durations you want to enable for this template.

Display Description Duration
Eye Infection/Problem 15~
New Patient Vision Exam 15 ~
Established Patient Eye Exam 15 -
Contact Lens Exam 15 -
Contact Lens Follow-up 15 -
] Other {Please specify below) 15~

Cancel

The Reasons for Visit Schedule tab opens.

eWebExira OfficeMate Integration User’s Guide 31



32

Chapter 2 Setting Up the eWebExtra OfficeMate Integration
Completing the Advanced Settings

7. Select the radio button for the Reason for Visit for which you want to create
a schedule.

8. Inthe Appointment Scheduler, click the time slots that you want to be
available for the selected Reason for Visit.

Edit Profile

You are logged in as Test Two. Not you?  Logout
OfficeMate Integration Home Provider and Location Schedules
Eyefinity Original
Reasons for Visit Reasons for Visit Schedule | Insurance Carriers Insurance Carriers Schedule
Select a Reason for Visit, then click on a time to allow an appointment to be scheduled for that reason.
[ @ Eye Infection/Problem - I[ ) New Patient Vision Exam - I
) Established Patient Eye Exam [ ) Contact Lens Exam - I
[ © Contact Lens Follow-up - l
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
e 03 03:03: 03:803: 03803 03803 03] -
I l _I'I l _I'I I I I I l
) 03:303: 03:03: 03:303: 03380 03
I l 7|'| l 7|'I I I I I l
Aew 0. 04:804: LER  [ER 04804 0438 0. 04}
I l 7|'| l 7|'I I I I I l
0. 04: 804 LER LR (ER - OER 04380 IR
I l 7|'| l 7|'I I I I I l
Fon 0! 05:805: 05:805: 05805 0530 05
I I _I'I I _I'I I I I I I
05: 05:805: 05:05: 05:305: 053805 05
I I _I'I I _I'I I I I I I
Ben
Tem
Ben
Cancel

9. Repeat steps 7-8 for each Reason for Visit you want to add to the template.

NOTE To assign a Reason for Visit during the same time slot as
another Reason for Visit, click the white grid space next to the
existing Reason for Visit.
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10. To edit a specific Reason for Visit appointment time slot, click the time slot
and modify the time slot as needed.

Edit Profile You are logged in as Test Tweo. Not you?  Logout
OfficeMate Integration Home Provider and Location Schedules
Eyefinity Original

Reasons for Visit Reasons for Visit Schedule | Insurance Carriers Insurance Carriers Schedule
Select a Reason for Visit, then dick on a time to allow an appointment to be scheduled for that reason.
[ @ Eye Infection/Problem - I[ ) New Patient Vision Exam -

©) Established Patient Eye Exam [ ) Contact Lens Exam -
[ © Contact Lens Follow-up - I

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Fem «H  [iIxR [IxH 03:803: 03:803: 03380305
gl prv il prv rglp ]
I Edit - Eye Infection/Problem ® ‘
Aem Start Time: End Time:
03:00 pm ~ 03:30 pm -
Sem
cancel delete

Gem

Tem

Bem

Cancel

11. After scheduling all of the Reasons for Visit, Click Next.
The Insurance Carriers tab opens.

12. Select the check box in the Display column for each insurance carrier you
want visible to a patient when the patient requests appointments or fills out
forms on your eWeb Extra website.

eWebExira OfficeMate Integration User’s Guide 33



Chapter 2 Setting Up the eWebExtra OfficeMate Integration
Completing the Advanced Settings

13. Click Next.
Edit Profile You are logged in as Test Two. Not you?  Logout
OfficeMate Integration Home Provider and Location Schedules
Eyefinity Original

Reasons for Visit Reasons for Visit Schedule | Insurance Carriers | Insurance Carriers Schedule

Click on the Display checkbox to enable patient to select an Insurance Carrier.
Display Description Category
No Insurance Category 1
Aetna Category 1
Blue Shield Category 1
Cigna Category 1
Medicaid Category 1
VSP Category 1
Other Category 1

Cancel )

The Insurance Carriers Schedule tab becomes active.

14. Select the radio button for the Category for which you want to create a
schedule.

15. In the Appointment Scheduler, click the time slots that you want to be
available for the selected Category.

Edit Profile You are logged in as Test Two. Not you? Logout
OfficeMate Integration Home Provider and Location Schedules
Eyefinity Original
Reasons for Visit Reasons for Visit Schedule Insurance Carriers ‘ Insurance Carriers Schedule L
Select a categary, then click on a time slot to allow an appointment to be scheduled for that category.
[ category 1 ) cotegory 2 ]
[ © category 3 ] [ © category 4 ]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
3em i
dom
Sem
Gem
Tem
8em
save
Cancel
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16. Repeat steps 14-15 for each Category you want to add to the template.

NOTE

To assign a Category during the same time slot as another

Category, click the white grid space next to the existing

Category.

17. To edit a specific Category appointment time slot, click the time slot and
modify the time slot as needed.

Edit Profile You are logged in as Test Two. Not you?  Logout
OfficeMate Integration Home Provider and Location Schedules
Eyefinity Original
Reasons for Visit Reasons for Visit Schedule Insurance Carriers | Insurance Carriers Schedule L
Select a category, then click on a time slot to allow an appeintment to be scheduled for that category.
[ @ category 1 ] [ © Category 2 ]
[ © category 3 = [ © category 4 ]
Sunday Monday Tuesday Wednesday Thursday Friday
3eu
e —
Edit - Category 1
Start Time: End Time:
Sem 02:00 pm - 06:00 pm =
cancel delete

Bem

Tem

Bem
save

Cancel

18. After scheduling all Categories, click Save.

The Provider and Location Schedules page opens. If the template has
already been published, the changes take effect immediately.
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Setting Up E-mail Notification Addresses

This section tells you how to add e-mail addresses so that notifications of

submitted appointment requests can be sent directly to office staff.

Adding e-mail addresses is optional. All appointment requests are sent to the
Patient Info Inbox, regardless of whether e-mail addresses are set up or not.

To add e-mail addresses to the eWebExtra OfficeMate Integration, follow the

instructions below:

1. From the OfficeMate Integration Home page, click the Show advanced

settings... hyperlink.
2. Click the Email Notification Addresses hyperlink.

Edit Profile You are logged in as Test Two. Not you? Logout
OfficeMate Integration Home
OfficeMate Integration Home
s & ¢
‘h{" Use your OfficeMate Integration Home to complete the first time Standard Setup and then
customize your setup.
Standard Selup J Edit your Standard Setup.
Advanced Settings
Practice | ocations - Rename your Practice Locations
Reasons For Visit - Maintain reasons for visit
Insurance Carriers - Maintain and group your insurance carriers
Provider and Location Schedules - assign and edit schedule templates
I Email Notification Addresses - *\dd or change email addresses
APT Access Key & Installers - Update your API Key and find the latest installers
The Email Notification Addresses page opens.
3. Type up to ten e-mail addresses in the text boxes.
4. After adding e-mail addresses, click Save.
Edit Profile You are logged in as Test Two. Not you?  Logout

OfficeMate Integration Home

»4, Email Notification Addresses

R. 8

Enter Email Addresses

to Patient Info Inbox naotification).

Enter email addresses to optionally receive email notification for new appointment requests (in addition

Jane Admin@eyefinity.com

Sally.Doctor@eyefinity.com

Cancel
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Patient Info
Inbox Over-
view

Processing
Appointment
Requests

eyeflrﬁ’rw

In this chapter:

Patient Info Inbox Overview, 37
Processing Appointment Requests, 37
Processing Patient History Forms, 39

This chapter explains how to process appointment requests and patient forms
that arrive in the Patient Info Inbox from your eWebExtra website.

After a patient submits an appointment request or fills out a form online, the
Patient Info Inbox receives and displays the item in a similar way to an e-mail
inbox.

B Patient nfa Inhox

Tocks Optins  help
Thare are | pending Appointment Requests available. ehosh
Thera ara 1 Patient Forms ilnbla to ila 1o your O racords.
Apprmivend Fecprats | Pt Foms
Flecetved Hasie Apponimant Daee snd Ting Incuterce Camet Feason For Vist Locaton Doctor
] N7 Diarcs Teat Friday, 1171172011 1000 AM PST Mo Iniurance Epe Infection/Problem Dpticsl Boubgu . | Any Doclos

Status: N chenges found o 4:01 Pt

Keep the following in mind when using the Patient Info Inbox:

The Patient Info Inbox displays requests and forms for all offices.

Each row in the Patient Info Inbox represents an online appointment request
or history form.

The Inbox is refreshed at regular, frequent intervals. To manually refresh the
list, click the Refresh button.

To keep the Patient Info Inbox window on top of all other windows on your
screen, click Options, and select Always on Top.

To open the OfficeMate Integration Home, click Tools and select Go to
OfficeMate Integration Home.

After a patient submits an appointment request from your eWebExtra website, the
request appears in the Patient Info Inbox for processing. The appointment will not
appear in the OfficeMate Scheduler until you process the request from the Patient
Info Inbox.
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To process a pending patient appointment request, follow the instructions below:

In the Patient Info Inbox, click the Appointment Requests tab.
2. Double-click the request you want to process.

B Patient Info Inbox

Tooks  Oghions M

There ara 1 pending Appainimant Requests availabla. B
There are 1 Paben Forms to o your C records,

Apponinent Requsits | Patient Foms

Herered Hame arl Tme inmpapen Cores S Fry it Locaon Lpciy

I » N AN Bureca Test Frelay. 111142001 TOL00 AM P51 Fias lrria s E g ibectionPreokdenn Optesl Bondis | diry Dexclen I

Shatus: ho changes found & 4101 P

The Appointment Request for Patient window opens.

3. Review the appointment request.

4. Accept or decline the appointment by selecting the Accept Appointment
Request or Decline Appointment Request radio button.

5. Choose to send or not send the patient an e-mail regarding the appointment
request by selecting the Send Patient Email or Do Not Send Patient Email
radio button.

When you select Send Patient Email, a pane opens in the bottom half of the
window with the default e-mail text that you can modify.

6. To print the appointment request details, click Print.

To schedule the appointment, record the appointment in the OfficeMate
Scheduler.

NOTE Eyefinity recommends recording the appointment in the
Scheduler before clicking Process Appointment Response
because clicking Process Appointment Response permanently
removes the request from the Patient Info Inbox.
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8. Click Process Appointment Response.

# Appointment Fequest for Blanca Test

Appointment Date and Time: Friday. 1171172007 10:00 AM PST
Raeason for Visit Eye Intechon/Problem

Location: Optical Bowtigue of San Diego
Doctar: Any Dactor

Insurance Carmer. Ho Insurance

Insured Party; -

Policy Growp.

Insured ID:

HNama- Bianca Test

Date of Hirth: 1071041955

HEN 5555

Phune & 943-555-5555

eMail. bianca.szezesniak@eyalinity. com

&) Aceept Appointment Request @ Send Patient Email
O Decline Appoinment Request © Do Not Send Patien Email

Dinw Pl

Thvank, you Ioe ubmiteg an Apponiment requesl
Tafle e pleased o accept your appomiment tequent for Biarea with Any Doch

Fridey_ Nowesber 11, 2011 & 1000 am PST
Ay Doctor
Optical Doutgus of 5an Disgo
V537G Banareca Py, L
BRI

I
ENEZEY
(e eanerilabion pobicy may b bound on ou webie

Plesse login 1o review pour sppoiniment iecuest detaly
hitpr: /eweet b

Plesta do it seply b0 ths emal
-
Print Frocess Appointment Hesponse

The Process Appointment Request dialog box opens reminding you to
capture or record the patient’s name, contact information, and appointment

details.
9. Click OK.

Process Appointment Request

Flease capture the patient's name, contact information and appointment detail before leaving this page.

Click '0K' ko complete processing this request and delete the appointment request from the Patient Info Inbox,

The Process Appointment Request dialog box closes. The appointment
request is removed from Patient Info Inbox. If you chose to send an e-mail,
the e-mail is sent to the patient.

After a patient submits a form from your eWebExtra site, the form appears in the
Patient Info Inbox for processing. Both new and existing patients can submit a
form from your practice’s eWebExtra site. Any new or modified patient
demographic data will not appear in OfficeMate until you process the form.
This section includes the following topics:

e Patient Matching Overview, 40

e Searching for a Patient Match, 41

e Creating a New Patient, 42

* Reviewing Patient Forms, 43
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Patient Matching Overview

When a patient form arrives in the Patient Info Inbox, the eWeb Extra OfficeMate
Integration automatically attempts to match the patient with a patient in the
OfficeMate database using all of the following criteria:

e First three characters of the first name
e Entire last name
e Date of birth

If there is an exact match of all criteria, an asterisk (*) appears in the Match
column and the Review button displays.

If there is no automatic match, the Match column is blank and the Find Patient
Button displays.

£B patient Info Inbox

Form  Tools  Options  Help

There are 2 i i R available.

There are 2 Patient Forms available to reconcile to your OfficeMate records.

| Appointment Requests | Patient Forms
Match | Received Name Addiess/City Home Phane 55M DoB Location

v I Test, Bianca 0/1955 | Optical Boutique of San.

1107201 Mann, Sue 222 Elm Shieet/livine [M3)555.7777 | weens1111 | 03/07/1981 | Oplical Boulique of San

rive/lrving

Stabus: Updated at 8:43 4M

This flowchart illustrates the process of matching forms to patients:

Asterisk (*) in
Match column@

Click Find Patient
& search for
patient

Click Review

Patient exists

in OfficeMate? Process form in

Review Patient Form
window

Click

Create Patient Double-click the

& create new patient match
patient

Process form in Process form in
Review Patient Form Review Patient Form
window window

Figure 3-1: Matching Patients and Processing Patient Forms

eWebExira OfficeMate Integration User’s Guide



Chapter 3 Processing Online Appointment Requests and Patient History Forms
Processing Patient History Forms

Searching for a Patient Match
1. Inthe Patient Info Inbox, click the Patient Forms tab.

The Patient Forms tab becomes active and displays any pending patient
forms.

NOTE To update the list of patient forms, click Refresh.

2. If an asterisk (*) displays in the Match column, click Review and go to
“Reviewing Patient Forms” on page 43; otherwise, go to step 3.

3. Click Find Patient.

Form  Tooks  Options  Help

There are 2 pending i R lable.
There are 2 Patient Forms lable to le to your OfficeM. records.
Appointment Requests | Patient Formis

Match | Received Harne Address/City Horme Phone SSN DB Location

B e Test Bianca Find Patient

114072011 Marn, Sue 222 Elm Strest/Irvine 1949) 5557777 | meenel111 | OXD771981 | Optical Bolioue of San...

38D eflrving 1348) 655-5555 5

Status: Updated at 8:43 AM

The Patient Search window opens.

If there are no existing patient records in OfficeMate with the same name, a
dialog box opens, prompting you to perform another search or create a new
patient.

4. If the dialog box for no records found in OfficeMate opens, click OK to close
the dialog box.

Mo records found in OfficeMate.
Try another search or create a new patient record in OfficeMate.

5. Search for a patient match by typing variations or shortened versions of the
patient name in the Last Name and First Name fields and clicking Search.

All patient names in OfficeMate that meet the search criteria are displayed.

{8 Patient Search

Selection Criteria
—

Name Address/City Home Phone S5 No DOB Location

Test, Bianca 38 Discovery Drive, lrvine 9435555555 E555 10A10/1955 Optical Boutique of San Diego
Mame Addriess/City Home Phane 55 Mo DoB Active Lacation

» Test, Bianca 38 Discovery Diive, [rvine '943-555-5555 5555 10/10/1955

Test, Brianna B547 Amow Way, Tustin 1949) 7773333 444-22-6666 0441671980
Test, Robert 9872 Rocky Road, Temecula 1951) 333-2525 T7-B8-9999 071131970

6. If you still cannot find a patient match, go to “Creating a New Patient” on
page 42; otherwise, go to step 7.
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7. Ifyou see that the patient already exists in OfficeMate, click the patient in the
search results and click Select, or simply double-click the patient.

Patient Search

Selection Criteria

-
Name Addiess/City Home Phone SS No DOB Location
Test, Bianca 38 Discovery Diive, [ivine 349-555-5550 5555 10/10/1955 Optical Boutique of San Diego

=1

Drive, Irving

Home Phone:

Active | Location

Test. Brianna BE41 Amow Way. Tustin 1349) 7773333
Test. Robert 8872 Rocky Road, Temecula [951) 3332625 777-88-4333  07/1341970

The Review Patient Form window opens.

8. To continue processing the patient form, go to “Reviewing Patient Forms” on
page 43.

Creating a New Patient

1. Search for a patient match in the OfficeMate database. For more
information, go to “Searching for a Patient Match” on page 41.

2. Inthe Patient Search window, click Create Patient.

FM patient Search

Selection Criteria

-
Create Patient

Name Address/City Home Phone 55 No. DoB Location
Test, Bianca 38 Discawery Drive, Irvine 9435555555 5555 1041041958 Optical Boutique of San Diega
Name Address City Home Phone S5 No DOB Active | Location
» Test, Bianca 38 Discavery Drive, Irvine 943-555-5555 5555 1041041955
Test. Brianna BE41 Anrow Wwhay. Tustin [949) 7773333 444-22.6666  04/16/1580
Test, Robert 9872 Rocky Road, Temecula 1951) 3332525 7889333 0711341970

The Create Patient Confirmation dialog box opens, reminding you that you
are about to create a new patient record.

3. Click YES to create a new patient.

Create Patient Confirmation

‘You are about to create a new patient record in OfficeMate, Once created, it cannot be deleted.
Do yiou want ko continue?

A confirmation box opens confirming that a new patient was created in
OfficeMate.
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4. Click OK.

Patient record created in OfficeMate successfully

The Review Patient Form window opens with the Insurance tab active.

5. To continue processing the patient form, go to “Reviewing Patient Forms” on
page 43.
Reviewing Patient Forms

After you match a patient in the Patient Info Inbox to a patient in OfficeMate or
create a new patient, you are able to review and process the patient’s form.

NOTES e Patient medical history is not displayed during processing. After
you submit the form for processing, medical history is included in
the PDF that is created and attached to the patient’s record. It is
expected that the provider will enter this information in
ExamWRITER.

* In order to open the Review Patient Form window, you must first
complete one of the following procedures:

— “Searching for a Patient Match” on page 41

“Creating a New Patient” on page 42

To review and process a patient form after linking it to a patient, follow the
instructions below:

1. If you have just created a new patient, the Review Patient Form window
opens with the Insurance tab active. Click Back or the Demographic tab to
make the Demographic tab active.

2. With the Demographic tab active, select the check boxes for the patient
data you want to appear on the patient form and in the OfficeMate database.

— To select only information from the patient form, click the Select All
(Patient Forms data) hyperlink.

— Toselect only information from the OfficeMate database, click the Select
All (OfficeMate data) hyperlink.

NOTES * The social security number recorded by the patient online is
not transferred to OfficeMate; you must manually change or
add the social security number.

* Any demographic information not displayed in the Review
Form window, including information for Meaningful Use, is
not transferred to OfficeMate; you must manually add this
information to OfficeMate.

e |f you decide the patient you selected is not the correct
patient, you can click Find New Patient to return to the
Patient Search window.
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3. Click Next or the Insurance tab.

Review Patient Form

Dencgophic Fiais
Patient Forms Data OfficeMate Data
-

Last Name 0 Lestame
Fist Hamo O Fistbame
O s«
Date OF Birth 10/10/1955 O Date OF Birth 04./16/1980

Social Security o Social Security 144206568
Address 38 Discovery Drive O Address 6541 Ao Y ay
L T e— R = B Y S S —
O sue State
O Zip 32618 Zip 42732
Home Phone 949-555-5555 O Home Phone (949) 7773333
— - _ v

Select All [Patient Foms datal Select Al [Officetate data
[ FindHow Patient | Cancel | | Next ]

The Insurance tab becomes active and displays the insurance data the
patient recorded on the online patient form.

4. Manually record the patient’s insurance information in the patient’s record in
OfficeMate, since insurance information is not automatically transferred into
OfficeMate.

5. Click Next or the Finalize tab.

Review Patient Form

Demagraphic _\_n_syj@y??
Name Address/City Home Phone 55 No DOB Location
Test, Bianca 38 Discovery Drive, Invine. 949555-6555 5555 1041041955 Dptical Boutique of San Diego
~
Insurance 1
Insured Party
Insurance Name /SP Last Name
Insured 1D id1234 First Name
Policy Group Title/Suffix [
Relationship to Insured Self Address 1
Additional Information Address 2
City
State/Zip
Primary phone
Daytime phone
Social Security
Employer
Gender
Date of Birth
Insurance 2
Insured Party
Insurance Name Last Name
Insured ID First Name
Policy Group Title/Suffix /
Relationship to Insured Address 1
Additional Information Address 2
City
QumtntTin hs
Back | | Mem ]

The Finalize tab becomes active.
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6. Click Submit to finalize patient form processing.

Eumoggaphe | Insaancy Frsken,

Mame. Aty Mome Phone 55 K ban Lacation
Tes Biarea B Dineeveny Dove, kv HITHE WALE Dl Bt of Sar D

To Complete processing this patient’s information, dick on "Submit® to:
- Create a POF file of the patient's complete form

Attach the FOF file to this patient's OfficeMate records via eDocuments

Uipdate this patient's OfficeMate demographics information

= |

A dialog box opens, confirming that patient form processing is about to be
completed and that the form will be removed from the Patient Info Inbox.

7. Click OK on all confirmation dialog boxes to complete form processing.

The Review Patient Form window closes. The Patient Info Inbox does the
following:

— Creates a PDF of the patient form.

— Attaches the PDF of the patient form to the patient record via
eDocuments.

— Removes the patient from the Patient Info Inbox.
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In this chapter:
e Phone Support, 47
e Online Support, 47

Eyefinity considers our Customer Care department the backbone of a successful,
positive relationship between our company and you, our client. Our goal is to
continually enhance the level of service provided by our Customer Care
department. Eyefinity offers reasonable annual software maintenance agreement
fees and, simultaneously, must establish and enforce our service guidelines in
order to keep these fees equitable. This chapter outlines our service guidelines
and policies.

Eyefinity offers toll-free customer care from 6:00am to 5:00pm Pacific Time. Dial
877.448.0707 to reach our Customer Care team. Customer Care is closed on
Saturdays and Sundays, and the following major US holidays: Christmas Day,
Thanksgiving Day, Memorial Day, Labor Day.

Your calls are answered live by our knowledgeable Customer Care team who will
assist you with your support issues. Eyefinity’s service levels are equal to or better
than the best service levels provided by any competitive help desk service in our
industry today.

For more support information on the eWebExtra OfficeMate Integration, go to the
Eyefinity support web page at http://www.eyefinity.com. You can e-mail your
support questions to the Eyefinity Customer Care department at
customercare@eyefinity.com

Eyefinity also maintains an extensive online knowledge base that is full of helpful
articles and answers to frequently asked questions about the OfficeMate practice
management solution. We highly encourage you to seek out answers to your
questions and submit new questions using this knowledge base at
http://www.officemate.net/omkb/.
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opening, 2
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