HANDOUT ORION*

HEALTH

RION HEALTH COMMUNICATE (g 1

QMMIINWCATIONS ACROSS HEALFHCARE

jN%‘TRU&(ONS ARE FORJ]

i
- &ﬁ

| o1 O
| " £9
" e
£ -
=l
A a7y
o e AR
< ‘ .
= &

THINKING SOFTWARE FOR UFE*



HANDOUT

ORIONK

HEALTH

REQUEST AN INDIVIDUAL ACCOUNT

Before you Begin:

» Ensure that your Healthcare Organization
(HCO) has been set up with
Communicate and that you know who the
Administrator is in your Office.

Requesting an Account:

*  On the Account Management Portal page,
click on the Self-Registration link.

Click hare to jog in 1a OSM Web (Wehmail)

ORION™

Enter your user on

*l réer Logn 1D

Forgot your password?

HEALTH"

odenhals below o iagin
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REQUEST AN INDIVIDUAL ACCOUNT ]
- .

Requesting an Account: » Rc;wmn . .

1. Complete the following fields. The asterisk ( * ) indicates a
mandatory field. R ftatann

2. When complete, click Save. = -

3. Contact your Organization Administrator to approve your —_ -
account request. =

Things to Note: T —

*  Your first and last name cannot contain any spaces, or - - ~ Sl
any of the following special characters. @, ; #8§'[]1() _. ==

«  The NPI is required for Providers. =

*  Make sure you select the correct HIE and HCO, or else Az Ry ST e e e
your account will not be approved. i - = "0
— HIE = The network your Organization belongs to, — o

SYNCRONYS e Sy S e iy e =
— HCO - The official name of your Organization ﬂ -
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https://management.orionhealthcloud.com/
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(.r\. - SYNCRONYS Requesting a Direct Secure Messaging

TR, BaTVER HEALIH: mailbox on an existing domain

In the Organizational Structure required fields, search for SYNCRONYS first, clicking on the green plus sign to
add it to your request.

Self Registration

. . Search Organizations
Basic Information

Sisthlame Organization Name | SYNCRONYS

Organization Type HIE

Organization Name ~  Organization Type #] Actions
Syncronys HIE +

17

Organizational Structure *

1 HIE

W Select

Next, search for the name of your
Health Care Organization (HCO) and add it.

HIE '
Your Organization (HCO)

Syncronys ¥ | s Select
~rote—t—t——— Organization Name

Search Organizations x

Organization Type Your Organization (HCO)

Continue with the Contact Information fields, adding Email, Address, and Phone number. This information
flows into the directory, so it is important not to skip these fields.

When the form is complete, review the information and click m
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https://dsm.management.orionhealthcloud.com https://dsm.orionhealthcloud.com
~ .Il“j l 'i' te * Ovioa Haalth
Lommunicate ‘
Communicate
o Flease entee your uzer ID and paszword
X First.Last
UszerlD | First.Last
YRR puae Paszacrd | eeeeceeee
Forgo! cozsmord
First time login. Requesting new accounts. Routine mailbox use. Setting up a “Shared”
Account management. Password resets. mailbox. User preferences.
Challenge question set up, prior to mailbox use.
6
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LOGGING IN FOR THE FIRST TIME

Before you Begin:

You will receive an email informing you that your request for a
user account has been approved. The email will include your
username and initial password.

First time logging in:
. On the Account Management Portal Login page, enter your ORION"
username and initial password. e

»  You will then be asked to change your password. As you - -
meet the password requirements, the boxes will turn green. -

Password Requirements: » : — eretun
= expires every 90 days. » . A -f_»_i_ : £
*  must be between 8 and 12 characters long. e
*  must contain at least one and a maximum of 3 numeric =

characters.

*  cannot contain the characters <>" " ()
+  cannot contain your username.
*  cannot contain your first or last name.

THINKING SOFTWARE FOR LIFE “K

7
ACCOUNT MAINTENANCE | MODIFY YOUR USER PROFILE
Modify Your Information:
y 3 - -

+  From the Account Management Portal ORION .

menu, select Self Service Center > Edit

Your Profile.
Change Your Password:
+  From the Account Management Portal Edit Profile

menu, select Self Service Center > Hasid rfermaton

Change Password. pSp— Vaise tnere [PeTa—

Mt Towohrrs
ADF nfor "

Change Your Challenge Responses: | . =P
. From the Account Management Portal Otwt

menu, select Self Service Center >

Challenge Response. Comact Information

Borak *
Add Bred
THINKING SOFTWARE FOR LIFE "R
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LOGGING IN FOR THE FIRST TIME

First time logging in:

1. After changing your initial password, you
can now login to your Management
Portal account.

— This is to manage your profile and
other users’ accounts if you are an
Administrator.

2. Click DSM Web (Webmail) to redirect to
the login page for the Communicate Web
Client.

— Communicate Web is the email

Welcome Melinda Speckmann

Vet of Gugn

U DRORRALTH A G
ez of cac

rgmtsetes brveeionn
e
Faunoc faprases 2005000 23N

Last Lo TUIS7.08 1T 0

platform where you will send/receive
your secure messages.

— The login information is the same as
the updated information from your
Management Portal account.

—  https://dsm.orionhealthcloud.com/co
ncerto/Login.htm

ORIONT

HEALTH
OSECT WL ME SSaING
[ e e—,

0
—

S ——
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ACCOUNT MAINTENANCE | RESPONSES

Purpose:

This will allow the User to reset their Password
without help from an Account Administrator.

Set Up:

1. From the Account Management Portal menu,
select Self Service Center > Challenge
Response.

2. Select three questions and enter an answer
for each question.

3. Click the Save button. The following message
is displayed: Responses Successfully Saved

Please answer the Challenge Response questions to unfock your account

Woat o pons bowwnn st -

(e

st Pow e ol pins ot by o o banes? -

Marcie

Wt = fw veme of pour feromee schocl™ v

egewn

ot u
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ACCOUNT MAINTENANCE | YOUR USER ACCOUNT

How to Reset your Password IF you

created Challenge Responses:

1. On the Account Management Portal Login page, ik hiare to log I 10 OSMA Wb (Webmial)
select Forgot your password?

2. Enter your username, then click the Unlock "
Account button. Communicate will send you an ORION
email with instructions. e

3. Click the link in the email to answer your Enter your user credentials Deow 1o iog
Challenge Response questions. Note that this link o
is only valid for 5 days.

4. Click the Submit button. If you answered at least A Enter your g
two out of the three questions correctly, you are
requested to set a new password.

How to Reset your Password IF you did
not create Challenge Responses:
*  Ask your Administrator to reset your Password.

THINKING SOFTWARE FOR LIFE _'F;
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COMMUNICATE FEATURES | WITH MESSAGES
P et mane o s » - - @ sl
Receiving Messages: = o ——
p (v || Weight Managamunt Rater
*  When you first log in to Communicate, L] | [T TR s L () 15003
the Inbox is shown by default. To view o e — IRPINL. ol | (WS
messages in other folders, select the nh T cen T | mhari st o b e ¢ o b & gt
| e aceduoe e comeely seiohs 115 sounde nd @ 8 A0 e - e
wanted folder. >3 e '|=‘~‘¢-"'-=‘."~"-. ol
+  Select the message in the list to view * £ hvase S il P
the message contents on the screen. D T x4 W
- Pwlerglhor 5 S ”n

Sent Messages:

< Sent Messages can be viewed by e Y sl
clicking Sent in the left hand directory | R e | A
under MY MAILBOX. B At e it~ N At & r_-a-.n,.-rum Ducavent { CARDINAL, Jotwr MERI-U504
LM 2018 o (000 Dusarare M8 & 48
Gre—— oy
>age 13 + 2015 © Orion Health™ group of companies THINKING SOFTWARE FOR LIFE —K
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COMMUNICATE FEATURES | WORKING WITH MESSAGES
[ — G e | o > 4 ® 3.0

— e
.
D I O

& et Covoearetie T & 5 s e - ) * oo azim G a e
| R = [P o

+  To expand the message details panel, select the Message Details icon.

+  The following table displays the name of each field on the message details panel, along with an explanation
of each field:

Frem w1t hen

Crngan Ssber [0 sgra s alers Farse a0d 2500 0ARIN8 s wiaen 8 Srveeiel Seasage wed et

L e THE SHATTERART) WATE Y TS BTF STIE LIRS ST 1T 3 RO TR MERAREe el ‘e Bt |

Soom THe sandery name and smed adres

St iy THE Sdars (T M) el BOrons. (Whart Imaneages A% Lenrg 40 by 4 [romy of Ahared madaie ceet)

v Baree o Madnns e w0 et bt P Tesaages 0 g W (Whee remaagee o08 ey sett by @ ey srerd el weee
T The mctuan £ 5 v et arved atbees

cC The St an T ) rarvw wrel oot bt B aPers 4 ariert rany T oF T SRasags ARe st

e et The tet el (e st Ba tmamage v e by B wmert

Nt e Sl taged e B reasaage = T aeiaes Shoe

Ven Moaw A Wt T Dbl Ty v terd TV o e Tt

© 10 vensage comters srh MTIL aowt M) Tem S s sortert i stean 0 T By el A S0 8 iy ed aA et acalies o o ewit! B reasage sarteed ataser 4 TVL s Man T
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COMMUNICATE FEATURES | WITH MESSAGES

Speckmann Melinds Q Sa

Hod recent @t g v

NY MALSO

Shippe @
mann Mednda <M

oom 10 Spackeran Malnda

oot com
Specheann@®ict us onont et cons

Compose a
Message

Reply to a
Message

Reply All to
a Message

Forward a
Message

THINKING SOFTWARE FOR LIFE “K
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COMMUNICATE FEATURES | MANAGING FOLDERS
Vb robin B s Vabode
R L TR N T RPN |
Types of Folders: = * & o :
|88 roi vieee |
= System Folders - Inbox, Drafts, Sent, and Trash. oy
System folders cannot be moved, renamed, or A Fobshif & et
deleted. ae ERE
*  User-defined Folders - Folders you have created o
to organize your mail. i Delete Folder
Frecata em imorralon s
Process: N o
1. Click on the Folder Icon of interest. _
a. If you want to delete a folder, be sure you have e **mww TR
the correct one selected. Se— bt o
b. If you are adding a folder, add the name and T B [_vove Foiser |
select the Parent Folder.
= o
c. If you want to move a folder, select the folder
you want to move to. Rename Folder
d. If you want to rename your folder, enter in the R Fobier
new name.
; [Faxrt wearrans eleiels
2. Click the blue button to make your changes [
permanent. S oo P
THINKING SOFTWARE FOR LIFE ~JE_
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What:

Ability to search all Communicate
users within their HIE Network.
The Global Address Book is also
referred to as the “Health Provider
Directory” (HPD).

The HPD is maintained by the HIE
Admins.

Features:

To/CC search field is set up to auto-
complete the search from the HPD
when looking for the direct address or
Provider Name.

The Provider Search can search by
First Name, Last Name, Organization
and Specialty.

COMMUNICATE FEATURES | GLOBAL ADDRESS BOOK

&1 New Messagn

W e AL . Sa— .

—)

Vb e d g e
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] GLOBAL PERSONAL

COMMUNICATE FEATURES | PERSONAL ADDRESS BOOKS

Maintained by:

Includes:

Visibility:

Distribution
Groups:

HIE Administrators

All Communicate Web
Addresses in your HIE Network

All Communicate Web Users in
your HIE Network

Must be done by the
Organization or HIE
Administrators

You

Addresses of your choice

Only You

Ability to create your own
custom distribution group to

send to

Page 18 + 2015 © Orion Health™ group of companies
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HEALTH
COMMUNICATE FEATURES | PERSONAL ADDRESS BOOK
. ) 120rm et tony Q A N AN  » .
Viewing a Contact: g S & iy anes S
1. Selectthe Address Book link at the s v [orayrewroy T o
A Nk N My oy

bottom of the left pane. The Address e = "k i

Book screen is displayed. o Cromasie s
2. Select the contact. The contact details e R

are displayed in the right pane. tov— v

om o Newr

Adding a Contact:
1. Select on the New drop-down button P

and select the New Contact option.
2. The New Contact screen is displayed.

The mandatory fields are marked with e Catdnnt -

an asterisk (*). Yo w o
3. Add the contact details. | & New v s
4. Select the Save button. 1 New Contact |

i3 New Group

NOTE: The Add Group link is to add a
contact to a group that you can create. See
next slide. [

THINKING SOFTWARE FOR LIFE “K
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COMMUNICATE FEATURES | PERSONAL ADDRESS BOOK

Deleting a Contact:

1.  Select the Address Book link at the bottom of the
left pane. The Address Book screen is displayed.

2. Select the contact from the Address Book.

3. Select the Delete button located at the top right [P a e 3 '7'rlu
corner. A warning message is displayed. " b U1 S by s
—  Select Confirm to delete the contact. The o X, O
contact is also deleted from its group. e s dananea - o
A N - My ey
—  Select Cancel to cancel deletion. * 7 ok S —— ol e @ e e
- g
Ve, Oue . an, :Alw
. . terae v .
Updating a Contact: S !

1.  Select the Address Book link at the bottom of the on e
left pane. The Address Book screen is displayed.

2. Select the contact from the Address Book.

3. Select the Edit button. The Edit Contact screen is m
displayed. The mandatory fields are marked with an C héwonn
asterisk (*).

4. Update contact details and select the Save button.

NOTE: The name of the contact will populate
in the To/CC field of a new message.

THINKING SOFTWARE FOR LIFE "R
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COMMUNICATE FEATURES | PERSONAL ADDRESS BOOK
Purpose: —— i= = A
+ A contact group enables you to maintain a list of email oy s P
addresses and provides an easy way to send an email 3 e m ——
message to everyone in the group at once by addressing the &t ' oy e
email to the contact group. s
Viewing a Group: -
1. Select the Address Book link at the bottom of the left pane.
The Address Book screen is displayed.
2. Select the contact group. The contact group details will be
displayed in the right pane.
Adding a Group: -
1. Select on the New drop-down button and select the New D=
Group option. The New Group screen is displayed. The
mandatory fields are marked with an asterisk (*).
2. Add the contact group details.
—  The contacts must be entries in your Personal Address New Group
Book in order to add them to a group. o Soem *
—  Click the + to add more than one contact. & — Geserynn
—  You can also click on the delete icon to removea — > 4 New Cantoct
contact. Punzoars 1 A4 Cuctast
— NOTE: When adding/editing a contact, you can assign
a contact a group in the profile if the group exists. Carcel
3. Select the Save button.
THINKING SOFTWARE FOR LIFE “F\
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COMMUNICATE FEATURES | ADDRESS BOOK

Deleting a Group:

1.  Select the Address Book link at the bottom of the
left pane. The Address Book screen is displayed.

2. Select the Group from the Address Book.

3. Select the Delete button located at the top right
corner. A warning message is displayed.
—  Select Confirm to delete the contact. The
contact is also deleted from its group.

—  Select Cancel to cancel deletion. - b

Updating a Group:

1.  Select the Address Book link at the bottom of the
left pane. The Address Book screen is displayed.

2. Select the Group from the Address Book.

3. Select the Edit button . The Edit Group screen is
displayed. The mandatory fields are marked with an
asterisk (*).

Provders b vy O

—

o -

4. Update the contact group details.

5. Select the Save button.

NOTE: The name of the group will populate
in the To/CC field of a new message.

THINKING SOFTWARE FOR LIFE "R
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COMMUNICATE FEATURES | AUTHORIZING ANOTHER PERSON TO MANAGE YOUR

MAILBOX

Purpose:

. You can authorize another person to manage your
mailbox on your behalf. This includes visibility to all
of your messages as well as the ability to send and
manage messages on your behalf.

Process:
1. On the left pane in Communicate Web, select
Preferences.

2. Onthe Preferences screen, under Shared settings,
select the Share My Mailbox checkbox to enable
sharing.

3. Inthe Give Access To field, start typing the name of
the user you want to share your mailbox with.
Possible matches are displayed as you type.

4. Select a user from the list.

5. If you want to share your mailbox with additional
users, click the Add user link.

6.  Click the Save button. Note that your shared settings
will not take effect until you save.

7. Verify with the User that you authorized if they can
see your mailbox in their account.

Seecunass Matials

B Addns b

O Tvever e

Profecuncas
T e gt Gyt s o
A3 T orwwe
Crve Atnremmry

Ot ot O A oty
P &t oy

3raced maege
U A s Wy ——

e S
[ T
ATt —

Neazage Mser

g
(row by wnan
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COMMUNICATE FEATURES | A SIGNATURE

Purpose:
+  Communicate Web enables users to

automatically add a custom signature to all new,

reply, and forwarded messages. This helps to
identify the sender of the message. Message

signatures can include details such as credentials

and contact information.
Process:

1. Select the Preferences tab at the bottom of the

list of folders.

2. Select the Enable Signature checkbox to
enable the message signature.

3. Enter the message signature to be added
automatically when you send a message. You
can customize the font style and insert links
using the rich-text formatting buttons. Refer
to Rich-text Formatting for details.

4. Select the Save button.

Prafururcen
- ——

Ao Towert
Crene by

Ot of Ot Ay Fty

.

Yoyt rem
S

Mg P

e
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Please Note:

* Please don’t copy and paste content from
external sources into the signature editor.
This includes text and images.

* When composing a message from your
individual mailbox and you have enabled
signature in the preference screen, the
signature will be inserted in the message
automatically. However, if you are
composing a message from a mailbox you
were authorized to manage, you will have
to add your signature manually or select
the signature button from the rich-text
editor toolbar.

COMMUNICATE FEATURES | ADDING A SIGNATURE

3 New Measagn

THINKING SOFTWARE FOR LIFE _'F;
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Purpose:

+  Communicate enables users to have all of their
messages automatically forwarded to other
email addresses. This ensures that messages
can be dealt with in a timely manner.

Function:

. When a message is auto-forwarded, a copy of the
message is left in the original recipient's Inbox. The
forwarded message will display the Auto-Forward
Received icon in the final recipient's Inbox folder.
The forwarded message will also display the Auto-
Forward Sent icon in the intermediary's Inbox folder.

. Auto-forwarded messages in the final recipient's
mailbox include a via label in the header of the open
message, specifying who last forwarded the
message.

COMMUNICATE FEATURES | AUTO-FORWARDING MESSAGES YOU RECEIVE
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COMMUNICATE FEATURES | MESSAGES YOU RECEIVE

Before you Begin:
Ensure that you have created a contact group in your Personal Address Book.

Process to Enable:

1. Select the Preferences tab at the bottom of the list of folders.

2. Select the Enable Auto-forwarding checkbox to enable auto-forwarding.
3. Select the contact group.

4. Select the Save button. Preferences

Change the preferences for Melinda.Speckmann@direct.us.orionhealth.com.

Auto-Forward
Enable Auto-forwarding

Auto-Forward Group *

Automatically send mail received to this mailbox to each contact in the provided contact group.

|: Other Providers in my Office

THINKING SOFTWARE FOR LIFE “K
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COMMUNICATE FEATURES | OUT OF OFFICE AUTO-REPLY
Purpose:

Communicate enables you to configure
an out of office or automatic reply

to respond to people who send you an
email message. This helps inform people
that you are not in the office or that your
response might be delayed. Automatic
Replies can include details, such as
alternate contact information.

Process to Enable:

1. Select the Preferences tab at the bottom 5 Erite A By
of the list of folders. aamusicmanmii
2. Selectthe Enable Auto-Reply checkbox e e v g e e
to enable the out of office auto-reply. J
3. Enter the message to be sent when you
receive a message.
4. Select the Save button.

Preferences

- PRI,

Auds-Forwerd
Eratm hum-btavaming

Out of Oy Auto-Reply

THINKING SOFTWARE FOR LIFE "R
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COMMUNICATE FEATURES | MESSAGE RULES
Purpose:

Allows you to create rules to
automatically filter incoming messages
by content or address into a custom
folder.

Process to Enable:

1.

Select the Preferences tab at the bottom of
the list of folders.

Define the Condition (See Chart)

Define the action to take when a message
meets a condition. For example, in the Move
to Folder field, select the folder to file the
message into when the condition matches.
(Example: The picture to the right shows that
any messages with the subject Referral,
should be move to the Referrals Folder.)
Select the Save button to save your
changes.

To add additional rules in the Message
Rules panel, select the Add Rule link.

Protecencos
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