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EDOCS

With many areas of the healthcare industry going digital, Sycle offers a

paperless office solution called eDocs that enables you to manage and Ad ministration v
share patient documents through our HIPAA compliant cloud

computing system. Repo rtS

With eDocs, you can scan patient photos and all documents for each
patient into the patient summary. This eliminates the need for paper
charts and files, as eDocs is HIPAA compliant.

Appointments

SETTING UP EDOCS

The first step in utilizing eDoces is setup in Administration.
When logged in to your account, click on the down arrow next Kate Bouda v
to Appointments and click on Administration.

_ , New Staff
First, access needs to be granted to all employees in the

account utilizing eDocs. In the area labeled Select a Staff
Member, choose one and click Edit.

Scroll down to Privileges, eDocs Privileges, and choose the Brivile
access you would like your employee to have.
0 Own Appointments
0 -
N Privilegos
No Pr leg
parch o ‘
D No Privileges
eDoCs - Downloader - View / Downlioad
eDoCs - View Only - View Files Only
eDoCs - Administrative Basic - View / Download / Uy
eDocCs - File Manager - View / Upload / Scan / Many
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CREATING FOLDERS

Once privileges are setup for all users, it is time to create the folders. The folders that are created in
Administration are the folder names that will appear in each patient summary under eDocs.

Under Administration, find eDocs and click on eDocs Preferences.

From here click on Add New and add as many folders as you would like.

Q Pationt ircabe

If any folders are edited, renamed, or deleted, you will still find those folders listed under previous patients.
Changes to folders will only be reflected on new patients.

SCANNING

Once your Administration is set up it is time to start
scanning. First, ensure that your scanner is twain
compliant.

Then find a patient that you want to scan a
document for. Search their Name in the
search box. [ swo |

Click on the search box to get into their
patient summary.
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Open the eDocs section by clicking on eDocs.

Pl S Ohan heewary Hedrag bumnay [ Quprment oOocs Narance Fouance Sredbrg

Once the section is open, you will see all folders that were created in the Administration section.

|«

.
n
|

Folder Directory
Audiograms
- HIPAA
1 Insurance
" Invoices
Patient Info
- Purchase Summaries

= Reports

SCAN FROM SCANNER

To scan a document straight from your scanner, click on the folder you want to scan the file(s) to. For this
example, we will use patient info.

~ 44> Folder Directory
. tmb

.| Audiograms

| HIPAA

|

S

Insurance
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Place the files(s) into your scanner and click on the Action arrows and click scan.

¥ h q) Folder Drectory

N ™
‘ Scan
B Create Folder

_f‘ l.lr, oad

Also within the Action arrows you will be able to manage all aspects of the files stored within the patients eDocs.

The next menu that displays will prompt you to select =
a scanner. Choose the scanner you would like to use — X

and click Select. Sowces:
HP Officejet 6500 E 710n-z TWAIN 1.0 (32-

WA -Brother MFC-78600W/ LAN 1.0 (3232
WIA-HP Officeset 6500 E710n-2 (NE 1.0 (3

[ Select |
_Coree |
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A new window will display, specific to the scanner you have chosen. Recommended scan settings are 300 DPI
for letter size scans. The lower the DPI, the more space you will save. This will also reduce upload times. Try using
150 DPI and increase as necessary. Black and white will upload faster than color.

Refer to the sources below for more information:
e Guidelines for Digitizing Archival Materials for Electronic Access
https://www.archives.gov/preservation/technical/guidelines.html
e Guidelines for Digitizing Archival Materials for Electronic Access (PDF)
https://www.archives.gov/files/preservation/technical/guidelines.pdf

A Scanner Security window will open.

Select your option and click OK. https:/fwww.sycle.net wants to use your scanner:

Alisw Crce
* Nways Mliow
Block Orce

Always Block

O« Conce
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A window will display on your desktop containing the documents you just scanned. Click on the document title
below the document icon to rename your file and click OK.

Scan Documents

You are about to scan files into the following
Patient Summary
Mike Trout

Traleing Schadule - New Aocsunes

o Case is asdgned 1o Tradner
Tramer reaches ot 1o chent by pho e If 00 aswer ave a message
Next day If 20 retarn call tradner emals chieat
2 doyn later if no reply call apuin and oirve maodher mcssage

¢ Tralairg ks schedubed wikhin 3-5 days of the case madgred
M Clent retums cals or emadls rgat away otherwiss the amount of
days will differ

o Tralsiog 41 Al ~ 60-90 misutes
YWl walk cliene throsgh setting up their Sycle through Adimmibvrat o

e Traleing 72 Basks - 3-7 days after admin srainkag - 60-120 minstes
SoeriTenes admis sotap takes chems 2 week 1o o Minished. Ware
them to complets €218 »o thelr acraust It setup correctly for ese
See If ey harve any questions on 24min setup ard If net move oa o
scheduling sppolstments, This will ischade bow W sctodule
appairements for cirrene pasients, new pattenty, rechedude, canod
and 00 shew. How 1o a0 & new parenr. Schadife a hlock How 1
carzpete appalstimests. Then traioer mbks that they edd thee
appodrements to the scredale

o Tradsng 43 Advancod - 37 days aler raining 02 - 60-1 20 winwtes

5 Soemetimes clioats need e to practior and get used 1o whal we wern
over ot training A2 They procioe in the sess shte and put ol of their
appotrtments on their Sycle schodule. It 5 ep W clent when they
wars to schedale coch tralning
Sew £ they have may questions on arything we bave gooe through thus
far ¥ they want to go over something again
Walk through completing mere appoiatments with [eensory. in
stack, wdng the call it How 1o do an exchaage, repecr, replace,
relien, wdd refands
Walk through the entew patisnt suzirzary ssd bow vach section
works
Ask (f Sy warnt to take coatrel of the scroes aad walk through rea
csnmples in thel Sycie while [ watch them

o Traniag 64 Reports wad Masbeting = 1-2 weeks after training ¥ 1 - 60-120
minitss

Flename: Qooumwet

Separate Decuments Ok Cancel
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If you would like to name the scanned documents individually, click on the Separate Documents button. Click on
the title of each document and rename individually and click OK.

Scan Documents

You are about to scan files into the following
Patient Summary
Mike Trout

et Ty A T P

Fiename: test

Undo O< Canoel
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After scanning you can search for any document within a patient summary documents section. Enter the search
term in the search bar and click Enter.

eDocs also allows you to upload photos of your patients. Simply click on the + to the left of you patient name on
the Patient Summary.

Clark Kent
I Patient: $0.00  Insurance: $0.00

Upload

This will prompt your computer to pull up your files, asking you to select the picture you want to apply. Search the
pictures; find the one you want, select it, and click Open. The picture will be added to the patient summary.

. Clark Kent
Patient: $S0.00 Insurance: $0.00

Once the picture has been uploaded when you hover over you will be able to click on the trash can to delete or
the eye to enlarge the picture on your screen.

Clark Kent
Patient $0.00 Insurance: $0.00

Previaw file
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