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Introduction

Start Here

Welcome to Second Opinion Professional. This powerful
multimedia management and communication software combines
image/data capture, storage, and transmission in a sophisticated,
yet easy to use program. Whether you are an individual that simply
wants to organize an existing collection of images, media clips,
other documents and data, or an organization that wants to
standardize collection, display and sharing data, you will benefit
from using this software.

Second Opinion Professional lets you gather images, sound and
video from many devices, including most scanners (print, slide,
film), digital cameras, digital video (USB, 1394/firewire) and
analog video devices (scope, camera or VCR). You can also gather
any other documents, including text notes, word processor files,
spreadsheets, presentations, and even database records (using
specially designed Second Opinion Professional add-ins). Finally,
you can output images to any computer printer (color, slide,
photograph, or film) as well as measure and annotate them.

Second Opinion Professional stores all documents in easily
retrievable folders. Folders contain identification and demographic
information and can be keyed to match whatever numbering
system you are currently using. Separate comments and notes can
be associated with each document, as well as instrument settings
and calibrations.

Second Opinion Professional also has security features that
include encryption, user login, user rights, and user activity
tracking.

About this Tutorial

This tutorial includes a number of lessons, each with specific tasks.
It assumes that you have a basic understanding of the Microsoft®
Windows® XP®/Vista®/Windows 7® operating systems,
including starting applications, working with Windows, and using
the mouse. If you are not familiar with or confident in this
environment, we strongly suggest following the tutorials that are
provided with those systems before attempting to use Second
Opinion Professional.

After completing this Tutorial, you will understand the basic
concepts of Second Opinion Professional and have a familiarity
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Start Here
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with the fundamental skills you need to use the software
efficiently.

Depending on the components you purchased or installed with the
program, you may or may not have access to all of the functions
described here.

These instructions are based on a new installation of Second
Opinion Professional and assume you have full security rights to
all of the program’s features. Also, some lessons build on previous
ones, so you are encouraged to follow the lessons in order.

For comprehensive instructions on how to install the program, see
the “Installing Your Second Opinion Professional” guide.

For comprehensive information on all of the program’s features
and how to perform specific tasks, see the “Using Your Second
Opinion Professional” guide.

For comprehensive information on all of the program’s security
features and instructions on how to manage the operation, user
accounts and security privileges of the program, see the
“Configuring and Managing Your Second Opinion
Professional” guide.
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Lesson 1

Learning the Basics

This lesson orients you to the Second Opinion Professional
environment, and it explains basic concepts needed to use the
program successfully. You do not need any of the optional
components or specific hardware to run this lesson.

You will start the program, log in, and open a sample folder that
was copied to your system during installation of the Second
Opinion program. You will then open a picture and practice
manipulating it, and print images.

Finally, you will log out of Second Opinion.

Step 1. Start the Program

To begin this tutorial, launch Document Manager, the main
application and central interface element of Second Opinion
Professional.

e Click the Start button, then click All Programs, Second 5 3

Opinion, and choose Second Opinion Professional. §
Document Manager

The Document Manager window should appear with the Login  application icon
dialog box in front.

= - g o p
82) | - ;
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If the Login dialog box is not
visible, click on the Login
R button on the toolbar.

The Document Manager window contains the Title Bar, Menu
Bar, Standard Toolbar, Communications Toolbar, Folder
Information area, Document List area, and the Status Bar. The
Menu Bar gives access to all of the available commands. The
toolbars give easy access to the most common of those commands.
The Folder Information area displays information about the
current open folder; the Document List area displays the
documents in the current folder. The Status Bar shows helpful
information about the current command.

You cannot access the Menu Bar or Toolbars while the Login
dialog box is open.

Learning To Use Your Second Opinion Professional 3



Learning the Basics

Step 2. Login
The Login dialog box appears automatically each time you start
Second Opinion. Second Opinion’s security model allows the
administrator of a site to define the access level of each individual
user. For example, some users may be allowed to edit or create
information, while others can only view it.

4

For this tutorial, we will log in using one of the pre-defined user The sample users should be
accounts that ship with the program. If your system administrator ~ rémoved or their passwords

has altered or removed these accounts, you may use a different

changed once the system
contains real information.

account. For more information on setting up user accounts, please
read the “Configuring and Managing Your Second Opinion
Professional” guide.

1. Enter a Login Name of “SOSAMPLE".

2. Enter a Password of “1234”. To prevent anybody from seeing
what you type, any character you enter in this box will appear
as an asterisk (*).

s

Login

KiN

7

Pleaze log in to uze the system. [F pou do not have a
Login Hame or cannot remember your Pazswaord,
contact your system administrator.

Login M ame; SOSAMPLE

Paszwiord: R

] Cancel

".

23

3. Click OK. When you do, the Locate Folder window usually ! the Locate Folder window

appears automatically to allow you to choose an existing
folder.

Learning To Use Your Second Opinion Professional

does not appear, then this
feature has been disabled.



If the Locate Folder window is not open, open the Folder menu
and click Locate Folder...

-

B Lacate Falder

Filter
All Folders

Fitd M ame:

LChange...

List

“Name D Status
[Tvpe in a fews characters and click List)

Created By

Created

[T Keep apen

[¥] Show this window when logging in

Open Folder | | Cloze |

-

Filter Folder List

Chooge what zet of folders vou wizh to include in the list:
@ All Active Folders
71 Orly folders matching the following criteria:
Statuz Inactive Folders

Created or Azzigned ta Thiz Site: | 4l

Created On or After This Date:

Created On or Before This Date:

|0 Contains:

Mame Containz:

1] ] [ Cancel

-

| Locate Folder

Filter
Selected Folders

Find Mame:

Change...

Lst |

“Mame [ Statuz

[Tupe in a few characters and click List]

Created By

Created

Step 2. Login

fLL

|
You can also click on the
Locate Folder button in the

toolbar.

To narrow down the list of
folders, type in a few
characters of the folder you
are looking for, then click List.

Clicking the Change button
opens up the Filter Folder
List window. This window has
more advanced options to
narrow down the list even
more.

The Filter Folder List
contains additional field
selections to help narrow
down the folder listing. You
can use all the fields listed
here in your selection process.

When a Selection Filter is
activated, folders matching the
selection criteria will be shown
in the Locate Folder window.
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Learning the Basics

Step 3. Open the Sample Folder

Second Opinion stores information in folders. To work with
documents, you must first open a folder. We will open up the
sample folder that was copied to your system during installation.

1. Inthe Locate Folder window click List.
2. Click on the “Sample, Patient” text to select that entry.

-

5 Locate Folder 7 f 23__|

Filker
Al Folders

Fird M arme: Sam

*Mame J D Status Created By Created

Sample, Patient 12348678 Second Opinion ... 034312000

.

I"| kemp open ) Open Folder J l Cloze J
|51 Show thiz window when logging in

-

. Locate Folder % |l EE__l

Filter

All Folders Change. ..

\Find ID: 123 i |T|

KE] A0 Status Created By Created
Sample, Patief 12345678 Second Opinion ... 03/31,/2000
Bl
— P Open Folder J I Cloze I
C«{' Shaw thiz window when logaing in)
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The information in the Locate
Folder Listing can be sorted
by clicking on the column
headers of the search results
section. The column header
with the asterisk represents
the current sort order.

The Keep open check box
when selected, allows you to
double-click a folder in the
list; the program will open that
folder and keep the Locate
Folder window open.

To find a folder by the Folder
ID, click on the ID column
header. To find a folder by
Status, click on the Status
column header and so on.

The Show this window when
logging in check box sets the
property that determines
whether or not the Locate
Folder window appears after a
successful login. Clinical sites
that typically create folders on
a regular basis would uncheck
or disable this feature.



3. Click Open Folder. The folder now becomes the current active
folder and its documents are displayed in the Document L.ist
area.

&% Daciment Manager o = ==

8B kb BIT=DDRNOIITY

D 1245670 Hame:  Sample. Patient

Descaptin Souce [ San “Creded Un Cherged Un Cosfed By Ui
8 Domegiaphic Infomaticn Foum AID4477  Demogophics \_ (23172000 JAA12000  Secoed Dpinion Proknssicel Ste Admiristialns, Sampin

EDmuLw Uiptel Camema 20007490 Uematology U080 0N 720 s She . Samgle E
Floemn= Video o0 Dematology W/ A wdl besarnid She . Sanple
¥ Dieirn Shin Video S0DD743% Dematcloge 0321/2000  0UN/2000  Second Dpmnion Peodersionsl Ste  Administialon, 5ample
| & [ g T Videa 0007430 ENT V2000 DVHN/2000  Second Dpinicn Professionsl i
EDenT Faiy) Vidnn SNDDRARR ENT MA2000 03172000 Second Ojpinion Padnasi
B Palh Gl Ve SO00FET Paliwlogy [Fetei P VAT Bt T
B st Ctokony Scarm WVoemz Pattuiogy EN/200 a0 wd O
W rstiie Video 0007513 Pathology V2000 0VN/2000  Second Dpinion Profersionsl 51
B Pah Side Videa 0007514 Pathology 0WN/2000 0N /2000 d K
T Cenial Mokd Viden SODDTSIE Dertistry MA12000 03177000 Second Ogpinion Paodnasi
Coawd Ahnoemal B\ Seareer ODDIEI7 Candiology MRA12000 037000 Second Ojpink
CadAbrmrmal Lol Scarm 008 Loz G200 i/ v

Change the Way Documents are Listed
You can change the way the documents are listed to see more or less

information.

1. Click on the View menu. Notice that as you move the mouse
pointer across the various menu commands or toolbar buttons,
the Status Bar updates to display what the command does.
Additionally, if you hold the pointer over a toolbar button, a
small window called a ToolTip appears next to it, naming the
command.

2. Click on Large Icons to see thumbnail representations of the
documents, or Details to see the detailed document information.

4% Dacument Manager {) ===
Semern - Folder Dacument  Came atinn

= g i I E= = = = .CEE'-' ) .
828 &k ble PBOR LY 8

RAmE@m

Doy sptec Infomation Dem Loy Uem Nl Do Sk ENT E= (1) ENT Ean 2]

% &
s h B
2
-
-

Step 3. Open the Sample Folder

You can also double-click a
folder to open it.

Details view is currently
selected.

The sort order of the
documents can be changed
by clicking on the
corresponding column
header.

The column header with the
asterisk represents the
current sort order.

1 | ==
e | = ——
—

You can also click on the
View buttons to switch back
and forth between Detail and
Large Icon views.
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Learning the Basics

8

3. Click on View menu, then click on Group by Session to see

documents grouped by individual sessions or Group by Doc Type to

see documents grouped by document types (images, videos, forms).

¥ Document Manager = [®][E=]
Systern Folder Document Communication View  Help
- p— [
828 kb B E OSSLE o
1D 12345678 Name:  Sample. Patient
2T 2T AT AT, T, =
G b L = g e e :'_ = b= ==
¢ e = ¢ E= g oo ¢ s ¢ B
- =0 = =~ “ _—- = —_— - - —_— = - _— o
e EI T I B
2010613 Cardiology Demographics Dentistry Dematology DICOM
e == = e == =
AT X = = $ s | AT AT
!!:]i L. A i R i !ﬂ A 31 |
[ 4

4. Double-click the session labeled Dermatology and you will see the
documents contained in that session.

4 Documen t Manager ()
System  Folder Document Communication  View Help

[==]=]

828 kb B E -8

DT

ID: 12345678 Name:  Sample, Pafient
o =~ B
| R
g

DemLeg Derm Nail em Skin

5. Click on View menu, then click on Back to Sessions to return to the

Sessions view.

6. Click on View menu, then click on Group by Sessions to exit the
Sessions view.

& Documen t Manager ()

Systern Folder  Docurment  Coramunication  Yiew

Group by Doctype

828 kb sB

ID: 12345678

Name:  Sample, Patient
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You can also click on the
Group by Session or Group
by Doc Type buttons.

Group by Session view
selected.

You can also click on the
Back to Session button

You can also click on the
Group by Session button to
exit the sessions view.



Step 4. View Document Information

Step 4. View Document Information

You can view the information associated with a document,
including any notes.

1. Click on the “Derm Leg” entry to select it.

Information

2. Click on the Document menu.

) ) ) ] Copy I
3. Click on Information. A window with the document’s Export
. ) . Term i
information will appear. e o 'I
pen
Derm Leg 2 |'= || Using your mouse you can
, — 5 Dl also Right Click on the
) OUrce: .
e EEEE document and a quick menu
Description: Derm Leg will appear, then click
Session;: Diermatalogy Information.
Motes:
Sample digital camera image -
Keywords: skin, dermatalogy
Detailz
Created on: 03/31/200012:09
Last changed: 03/31/200017:23
Created by: Second Dpinion Professional Site (SOS00001)
User. Administrator, S ample
U_SBIS ite: Second Dpinion Professional Site (9300007)
Size: 920 = 1248134 Kb]
QK. I [ Cancel

If you did not originally create the Derm Leg image, you are not
allowed to edit any of the information; you can only view it.

Id contains the unique Id of the document (no two documents in
the same folder will have the same Id). The Description field
contains the name of the document. The Notes field contains any
additional information about this document. Details contains the
name of the site that created the document, the unique Id of that
site (Site Ids are assigned by Second Opinion Telemedicine
Solutions, Inc.), the date and time the document was captured, and
the document’s physical size.

4. Click OK to close the dialog box.

Learning To Use Your Second Opinion Professional 9



Learning the Basics

Step 5. Open a Sample Document (Fixed Tile Mode)

Open the “Derm Leg” image.
1. Click on the “Derm Leg” entry to select it.
2. Click on the Document menu.

3. Click Open. This will start the Second Opinion Image Viewer and
display the picture. Notice that the current folder name (“Sample,
Patient”) appears in the Image Viewer’s title bar and the picture’s
name (“Derm Leg”) appears in the picture’s title bar.

racabion  Edit Tools Imaqe  Windew  Help

Chick and cag on the image 1o pan

The Second Opinion Image Viewer has two modes of operation,
Fixed-Tiling and Free Form Tiling. The fixed-tiling mode,
which is displayed above, automatically tiles images, as they are
loaded. This is very helpful when viewing a large number of
images at one time. The fixed-tiling pattern can be set to 1x1, 2x2,
all the way up to 5x5.

Open additional documents to view fixed-tiling in action.
1. Inthe Image Viewer click on the File menu.

2. Click Open... This will cause Document Manager to come forward.

3. Double-click on the “Rad HiRes Knee” image to open.

10 Learning To Use Your Second Opinion Professional

Using your mouse you can
also Right Click on the
document, then click Open.

Double-clicking a document
also opens it up.

OXE

Click on the View Entire
Image, Tile 2x1, and Tile
Multiple buttons to see the
effect on the Image Viewer.

2]

The Fit to Window button re-
sizes each of the displayed
images so that no matter
where the auto-tiling pattern is
set you can see the entire
image on the screen.

5/

You can also click on the
Open button to bring
Document Manager forward.



Step 5. Open a Sample Document (Fixed Tile Mode)

=28

2 gtenes DinfIE=TRI201 &

Beszl0o00/ =sN& 4

Go ahead and open a few more images of your choice.
1. Inthe Image Viewer, click on the File menu.

2. Click Open... This will cause Document Manager to come
forward.

3. Double-click on the image of your choice to select and open.

4% mage Viewes - Sarmple, Patsent = e

File  Communication  £de Tools kmage Window  Help
Rgtenes ZRTTE=TR201 &

2R a9 0 EE}’*J-')g_g !ﬂ:hmﬂ L)
I AT Ew i R

Pt Cytology [23%)

Flad HiFlas Knes (22%)

HesZsA000O =N\ #

L
L EEEECN EEEEE N

(Click: and dearg om the image to pan

To switch the Second Opinion Image Viewer to the free-tiling
mode, open the Window menu and click Fixed Tile Mode to
uncheck the menu choice. The following message will be
displayed.

=X

Irmage Wiewer

:I The setting will apply the next time wou use the Image Wiewer,

4. Click on the Close button on the Image Viewer’s Title Bar.

® %

Click on the Next Tile Set and
Previous Tile Set buttons to
quickly page through all of the
open images.

Open the Window menu and
click Image Layout to change
the auto-tiling setting.

Image Layout b_(l

11

I O
CErrr
]
] o
JJJJJEE

Cancel

=N HOR (>

Close button
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Learning the Basics

Step 6. Open a Sample Document (Free Tile Mode)
1. Double-click on the “Ophth Iris” image.

This will start the Second Opinion Image Viewer and display the picture.

& Image Viewer - Sample, Patient
Fle Communicabion Edt Tooks Imags Window Help

>2H S XDE9OEALL @ e FTIE=TI21 %
(V9 K ophth Iris (100%)
/ EEmple. Fatient (12345678) 0375122000 12 29:23:435econd Opinion Professional Site

O/=s

ACO

Clck and chag onithe mage o pan

Step 7. Working with the Image

If the image contains an area of detail that you wish to examine
more closely, you can zoom in to that area. If the image is larger
than what you can see at one time on the screen, you can zoom out
to see more of the image.

Zoom In
You can zoom into a picture in order to better examine it.
1. Click on the Image menu. j{-)

2. Click Zoom In. The picture is now enlarged. Notice that the You can also click on the

current zoom factor is displayed in the picture’s title bar. Zoom In button on the
Annotation toolbar or press

£ Ttage Vot - S, Patiert [=Ta=d

PP ——" the plus (+) key on the
2PE S XDB9RELALDe fwme THIIE=1M1211 0 keyboard.

I " opranbis v | = 1= knl

s .

4

T

=

:)

Clck. and dag on e mage ko pan

You can repeat this process to further enlarge the picture up to one
thousand percent (1000%).
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Step 7. Working with the Image

Move Image Parts into View

When the entire image is not visible in the available screen area,
you can move the image to show hidden parts.

1. CI!ck on the Tools menu. §\‘ | N
2. Click on the Pan command to select that tool. You can also click on the Pan

tool in the Annotation toolbar
or use the scroll bars.

3. Position the mouse pointer over the center of the image. Notice
that it changes shape to represent a hand.

4. Press the left mouse button and hold it as you drag the mouse
to a different location. As you do, the image moves with it.

5. When the desired image portion is in view, release the mouse
button.

Zoom Out

You can also decrease the size of the image. This is especially
useful if an image is too large to fit entirely on the screen.

1. Click on the Image menu. p
2. Click Zoom Out. You can also click on the
— == Zoom Out button on the
Fie Cammuricaton-— EdtTaoks - Imnge-Window Hel : Annotation toolbar or press the
RPE L XOB90EALLL @ pswwos FIHTIE=TII20] & minus (-) keys on the

keyboard.

OO/ =sNs

B o «;"f‘5 _{" ]

You can repeat this process to reduce the size of the picture down
to twenty percent (20%).

3. Restore the image to 100% by zooming in.

Learning To Use Your Second Opinion Professional 13



Learning the Basics

Step 8. Open Additional Documents

You can open additional documents to view at the same time.

1. Inthe Image Viewer click on the File menu. L}
2. Click Open... This will cause Document Manager to come You can also click on the
forward. Open button to bring

) : . . Document Manager forward.
3. Double-click on the “Rad HiRes Knee” image to select it and

open it.

4% Image Viewer - Sample, Patient [E=R(Ech S|
T —— tion  Edit Tools Imoge Window Help

#2W % XD EALD @ “pelwvos TRTTE=TI20] B
[y | ) Red biRes Knee itz [E=R[EcR ™)
i

a

T

AN

O

O

& B

2

i

| MEEE Ee|

Click and diag on the image to pan

The knee x-ray image is also opened in the Image Viewer and
appears on top of the iris image.

Step 9. Tile Images

You can tile all the open documents in order to see them at the
same time.

1. Inthe Image Viewer, click on the Window menu.
2. Click Tile Vertical.

[ ==

2 slanes FITIE=TRI200 B

] Db s (195G ==
< | (12345678) B3E31/2000 12:20:23:455acond Opinion Fr -

Chch arad thag o e image b 2
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All of the open documents are arranged to fit on the screen.
1. Inthe Image Viewer, click on the Window menu.
2. Click Tile Horizontal.

£ It Viewsr - Samgle, Pabent =)o
File Communication Edt Tools Image Window Help

:—p'bl

9 R@mBAELN @

2 fleaes BiTTE =121 %

) Capheh beiz (1005

H
rd
e
|

coOd /=

A
-—‘/.

B e

k. aref chixg ors B msages b por

Step 10. View an Image Full Size

Viewing an image full size hides all the other images behind it and
allows the maximum viewable area for that image.

e To view the image of the eye full size, click once on the
Maximize button located on the image’s Title Bar (not the
application’s Title Bar).

The image will now be displayed at the full size of the work area.
You can then restore it back to its original size.

e Click on the Restore button located on the right of the Menu
Bar. The top row of buttons is for the entire application, while
the second row applies to the image.

The image will now be returned to its original location and size.

Step 11. Close the Images

When you are done working with an image you can close it.
1. Click on the Close button for the image.
2. Repeat the process for the other open image.

Step 12. Close the Image Viewer

When you are done working with images, you can close the Image

Viewer.

e Click on the Close button on the Image Viewer’s Title Bar.

Step 10. View an Image Full Size

= S |
1

Maximize button

= E3
;l%lil

Restore button

|
1

Close button

|
1

Close button
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Learning the Basics

Step 13. Printing Images

The are a variety of different way to print images from within
Second Opinion. You can print images directly to a printer one at
a time using the print functions within the Image Viewer. You can
print images to a WordReport, this is helpful if you want to
associate text with an image or images. You can also create a
PowerPoint presentation and print the images as slides from there.
Lastly, you can use the Image Print Manger. The Image Print
Manager is a very power tool to help you print images directly to
a printer with a variety of options and settings.

For this lesson we will go over the functionality of the Image
Print Manager.

1. From the Document List area of Document Manger select

four. It does not matter which view
. . is active, Large Icon or
2. Click on the Image Print Manager on the Standard Toolbar Details view when images are
e =7=ig Selected. Images can be
Sy_tode Dorument Sommucon, View e selected in a variety of ways.
m% e e You can use your mouse; left

click your mouse and draw a
square. All of the images the

“ % : ;
r‘ ] lm _ | square touches will be
" selected.

ERT Eai 1] EMT Earf2)

0 TzaeEm Name.  Sangle, Paerd

_ P Standard Windows selection
“ . conventions are also
supported; like clicking on the
Pk el | firstimage and with the shift

key down click on the last

. . . . . item. This will select the entire
3. The printer preview window will appear. Click the 4 Image per  range, or with the CTRL key

page from the dropdown list. From here, you can fine tune your  down, you can individually
printout by choosing additional options. Click on any of the other click the left mouse button
options and see how the preview changes. The window shows ~ Selecting or deselecting
exactly what will print on the printer. Click Print. 'Mmages.

- ,,,F imph_ Patient ]
T 4 images per page with
sl Best Fit selected.

Orienttion
Landscaps @ Porbait

Options
[¥] BestFt  [¥] Annotations

["] Peer Review

Page
1 = Use Marging

Frint

HP Photosrmart C5100 series (redirected 2)
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Step 14. Log out of Second Opinion

When you are done working with Second Opinion, you can either
exit the program or log out. To log out, click Logout from the
System menu.

- Ba e y &
T Yy

You can also click on the

fm ' Logout button.

CWTCar 2]

=

Cad Al B

Conclusion

You have completed the first lesson and have learned to do the
following tasks:

e Log into Second Opinion

e Open a folder using Folder, Locate Folder

e View document information using Document, Information
e Open documents to view using Document, Open Selected
e Use the Image Viewer in both Fixed and Free Tile modes.
e Zoom in and out of images using Tools, Zoom In/Out

e Tile images using Window, Tile Horizontal/Vertical

e View an image full size using the Maximize button

e Close images and the Image Viewer

e Print images with Image Print Manager

e Log out of Second Opinion
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Lesson 2

Working with Folders

Folders allow Second Opinion to organize documents.

In this lesson you will create a new folder using the patient
demographic information form that ships with the program.

Step 1. Create a New Folder

All documents need to be stored in a folder. You can create a new
patient folder and enter demographic data about that patient.

Start a New Demographics Form

1. Start Second Opinion, if necessary, and log in with a Login Name of i?gri'j?gfg rlefrteesﬁér'” this
“SOSAMPLE” and a Password of “1234”. Again, if your system ’
administrator has removed or altered that account, use a
different account.

2. If the Locate Folder window appears, click the Close button.
Click on the Folder menu.

Click New Folder... This will start the Patient Demographics You can also click on the New
Information form. Folder button.

&5 New Folder [Tl
Identitication | Address | Reference
Patiert 1D | Social Secunty/Medicare Mumber:
Patient Mame
First: Middle: Lask:
Generation: -
Drate of Bith (M DDA Age: years rnoiths
Ethnicity - Sex
b abe
Languags: - () Female
Religion: + Marital Status -
All Previous Sumames:
Mates:
[ Ok || Cancel |
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Fill In the Demographics Form

Step 1. Create a New Folder

Across the top of the Demographics Information window there are
three tabs: Identification, Address, and Reference.

1. Inthe Identification page, enter a Patient ID of “Tutoriall”
(you can enter up to 25 characters in the Patient ID). Press the

Tab key to go to the next field.

2. Enter a Social Security Number of “123-45-6789”. Notice
that the dashes automatically appear in the correct places. Press

the Tab key to go to the next field.

3. Enter all four digits of the year in Date of Birth field and that

The mask in the Social
Security Number can be
changed in the Settings.ini file
located in the Second
Opinion program directory.

the age is automatically calculated when you exit that field.

4. Enter the rest of the information as indicated below.

When you get to the Ethnicity field, proceed to the next step.

£5 New Folder

Identification | Address | Reference

Patient 1D Tutniall

Patient Mame

First:  Learning Middle: Last:

Generation: -

Doate of Bith [MMADDANYY) 02412/1530 Age: 21

Ethnicity -

Language: -
Religion: -

All Presious Sumames:

Mates:

Social Secuny/Medicare Number:

123-456789

Caze

years 9 mionithes
Sex
Male

() Female

Marital Status -

Ok Cancel

53 |

The Patient ID (Folder ID) and
Name fields (Folder
Description) are the only
mandatory fields when
creating a new folder. All of
the other fields can be ignored
or entered at a later date.
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Working with Folders

5. The contents of most lists in Second Opinion can be
customized. To customize the contents of the Ethnicity and all
other drop-down lists, place the cursor anywhere in that field
and press F2.

é?ampln}.{'ahinnl‘ |'® 92|

Identification | ad

Patient 1D 12345678 Social Secunty/Medicare Number: 123-456789
Patiert Mame
First,  Patien
Generation: = ———
Ethnicity T
Date of Birth (M Ethnicity =
Ethnicity ;T grican —T—
( Caucasian Now. |
Epanic ————
Language: | Delete |
Religion:

All Previous Surr ; Mloveup |

Motes: T T

_ Selet |

LCloze |

6. You can add, edit, or remove entries from the list. Enter the
values displayed above; then select an entry and click Select.

7. Complete the remaining values on this screen and be sure to
practice customizing the lookup fields.

The look up values are inserted into the list in alphabetical order.
You can use the Move Up or Move Down buttons to re-order the
list. This allows you to move the most often used values toward the
top of the list. These values remain in the lookup database for
future use.

20 Learning To Use Your Second Opinion Professional



Step 1. Create a New Folder

8. Click on the Address tab and enter additional information as
indicated below. After you fill in the Line 2 field, proceed to
the next step.

ﬁ MNew Folder IT

| Identification | Addiess | Reference

Phane Mumbers

Home: [1221555-1000) Oither: [123] 555-2000

Address
Line 1: 1234 Main Street

Line 2 Apt C

City: Gardena -

State/Province;,  CA - County/Region; Loz Angeles -
ZIP/Postal Code: 30243 Country: United States -

[ ok ][ cema |

9. When you press Tab while in the Line 2 field, the focus goes to
the Zip/Postal Code field and not the City field. When you
enter a value in the ZIP/Postal Code field, the system will
look for a matching value in the database to use to

automatically fill in the City, State/Province, County/Region
and Country fields.

If the ZIP code is not found, the Save Zip/Postal Code
Lookup window will appear. Fill in the fields as follows:

lip/Postal Code Properties

[Hint: Pregz F2 to customize the values in the liztz)

Zip/Poztal code;  |EELEE
City: |Gardena ﬂ

StatesProvince:  |Ch -

County/Beaqian: |L|:|s Angeles

=l
=l
| OFk. | Cancel

10. Click OK in the Save Zip/Postal Code Lookup. Notice that
the City, State/Province, County/Region and Country fields
are automatically filled in.

Country: |L|niteu:| States
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Working with Folders

11. Click on the Reference tab and fill it in as follows:
eﬁNew Folder ’T

Identification | Address| Reference |

Pearzon to Matify in Caze of Emergency / Guardian

M arme: Dan Johnson Phone:  [123) 555-1000

Mewt of Kin
M arne: Dan Johnzon Phone,  [123) 555-1000

Relstionship;  Husband o

Exarmines: Dir. Saeah Smith -
Family Physician;: Dir. Sarah Smith

Ingurance Company: Medical Health Inc

Ingurance Mumber: 123456739480

Refenal
Hogpitak County Medical Center w» Phone:  [123)555-3000

Phyeiciar: Dr. Sarah Smith -

([ ok ][ camee |

11. Click OK to close the dialog box and save the entries. The new
patient becomes the active patient in Document Manager and
a “Demographic Information” document entry is created for the
form you just filled in.

¢Q Document Manager () EI@
Systern  Folder Docurment Communication  Wiew  Help
Fre,
%. ey | =5

ID: Tutoriall Mame:  Case. Leaming

R

Demographic Information
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Step 2. View and Edit Folder Information

Step 2. View and Edit Folder Information

You can view and edit the folder information at any time.

View Demographic Information

Double-click on the “Demographic Information” document. The
Demographics Information Form appears with the patient

information.

ﬁ Case, Learning

Identification | Address | Reference

Patient Name

Generation: -

Date of Birth (MM/DDAYY) 0241271990

Ethiricity: Caucasian
Language: Englizh
Feligion: Mone

All Prevvious Surnames:

Mates:

First:  Leaming Middle:

Patient [D: T utoriall Social Securty/Medicare Mumber:

Last  Case

Age: 21 years 9

-

»  Mdarital Status:

123-45-6759

manths
Sex

@ Male

Female

2 ]Sl

o |

Cancel

Edit Patient Information

If your site created the folder, you can edit the Demographic

Information. Only the system administrator can edit the Patient Id
once the folder has been created.

1. Click on the Address tab and click in the Other Phone

Number field

2. Replace the entry with “(123) 555-3000.”

In the future, if you open a
Demographics Information
form and all of the fields are
grayed out and you are unable
to edit the information this
means either you do not have
the security privilege to edit
the data or the folder was not
created at your facility and
belongs to another site.
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Working with Folders

&5 Case, Learning 7l

Identi.ficétim | Address Fief.ereme

Phore Mumbers

Home: (1235551000 Other: (123) 555-2000

Address
Line 1: 1234 Main Street

Line 2  AptC

City: Gardena -

State/Province: Ca - County/Region; Loz Angeles -
ZIP/Postal Code: 30243 Country: United States -

[ ok ][ cance

3. Click OK to save the changes.

The patient information is now updated with the new information.

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Create patient folders using Folder, New Folder

e View folder information by opening the Demographics
Information form

e Edit folder information
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Lesson 3

Digital Camera

Second Opinion makes it easy to get images from digital cameras
and add them to a folder. You can do this in a variety of different
ways. You can connect the camera to the computer after the fact
and retrieve the images via a TWIAN or WIA interface, you can
remove the memory card from the camera and manually import the
items or you can use a Wireless File Transfer adapter like an Eye-
Fi SD memory card and wirelessly retrieve the photos and videos
as they are being captured and have them automatically saved into
the current folder.

If you plan on connecting the camera to the computer to retrieve
the items from your digital camera via a TWAIN or WIA interface,
please refer to Lesson 4, Scanning Images for the steps to do this.

In this lesson we will cover connecting the camera to the computer
via an Eye-Fi wireless adapter and removing the memory card
from the camera and manually importing the items.

To complete this lesson, you need to have a digital camera and the
Second Opinion Image Import Manager setup monitoring a
particular folder on the computer. If you are unfamiliar with this
utility please refer to the Image Import Manager instruction sheet.
It will walk you through setting up the environment to successfully
import images from a digital camera. If you will be using an Eye-
Fi adapter and it is not yet setup and configured, please refer to the
Configure the Eye-Fi Card instruction sheet for step by step
instructions.

Using the Image Import Manager utility simplifies the process of
importing items into the current folder. Just about any photo, video
or document that is saved into a monitored folder will be
automatically processed and saved in the current patient folder.
Photos are stamped with patient’s identifiers and saved in the file
format specified in the Image settings section of the program.
MultiMedia Manager can also be used to do this. Any image or
video clip can be “dragged and dropped” in the MultiMedia
Manager preview window. Once there, they can be individually
inspected for content, named and saved. If you want to import
photos into a folder without processing them, you can simply drag
and drop the photos or any other document type into the main
Document Manager folder window.
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Digital Camera

Before You Begin — Activate Image Import Manager

To start the application, Click on the Image Import Utility tool
bar button or Click the New Document button, expand the Tools
section and Click on Image Import Utility. Once active, Click
Minimize.

l Image Import Utility h

Select what you want to create:

- Deetails: I
% Folder |
Multimedia Manager [Video, Scan, Audia] @
Feport Manager
Q S0 Image Print b anager Thig utility watches, uzer defined Folder(z) and 1

autornatically imparts any image that iz saved
inta that location. The imported images are
converted and stamped according to the default
images preferences and are zaved inta the

Wital Manager
- Capture Devices

tl t Feparts active Patient folder.
= Taals
.7 Advance Search Engine Type: IMAGE
i 0K ] [ Cancel ]

Folders

C:M\Users‘administratorDesktop®\Drag Images Here
C:M\UserstPublic’Eye-F
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Step 1. Select a Folder

Step 1. Select a Folder

Make sure you have the correct patient folder open for the images
and video clips to me be saved into. If you are not sure how to do
this, Refer back to Lesson 1.

Step 2. Start Taking Pictures

Turn on the digital camera with the Eye-Fi SD adapter card

installed and start taking pictures. Sometimes it takes from 30 g B O
seconds to a couple of minutes for the Eye-Fi wireless file transfer

adapter to activate. Once active, any JPEG or RAW format photo E & -8
or video clip already stored on the memory card, will start .
transferring to the computer. The items are transferred to a folder || *

being monitored by the import utility. Once transferred, the import I

utility will process and save the item into the current patient folder. Customize...

Image Import Manager active
status icon.

Ultrazound (5] Ultrazound [7]

IMG_6945.JPG (33%)

Ultrazound [5) Ultrazaund [B] Ultrazaund [7)

Misc Text notes Still Picture Still Ficture
.~ o

Verify the items and edit the description if necessary. To edit the
description, Right Click the item and Click Information on the
pop-up menu.
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Digital Camera

Step 3. Manually Import Images

If you are using an Eye-Fi card and the images do not
automatically transfer during use or if you are using a standard
digital camera memory card and you want to manually import the
items, below are the steps to do that.

Before you continue, make sure the Second Opinion Image Import
Manager utility is running.

1. Remove the memory card from the camera and plug it into a
memory card reader connected to your computer. When the
computer recognizes that the card is from a digital camera or
that it contains multimedia content on it, the Import Photos
and Videos Wizard included with Windows will appear.

"o Import Photos and Videos = 2 ==

9 new photos and videos were found

_) Review, organize, and group items to import

@ Import all new items now

#3 Add tags

2. Click More options to validate the settings for the utility.

Options/Import Options @
Settings for: Cameras
==
Import to: I C:\Users'\Public\Eye Fi - [ ’browse‘ - ]
__
@Ider name: [(NQ”E} vD
File name: [Dmginal File Name v]
Example: DSC_1234.jpa

Other options:
[F]Open Windows Live Phato Gallery after importing files
[ Delete files from device after importing
[C]Rotate photos during import:

Change default autoplay options

Restore defaults

Verify the Import to: file location. Make sure it points to a Folder
being monitored by the Image Import Manager utility, and make
sure the Folder name: is set to (None). Lastly, make sure nothing
is selected in the Other options: section. Click OK and continue
the import process. Just like using the Eye-Fi card, the items will
be transferred to a monitored file location, processed, saved into
the current Patient Folder and deleted.
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Conclusion

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e How to activate Image Import Manager

e Automatically receive photos and video from a digital camera
using an Eye-Fi wireless files transfer adapter card

e Manually import multimedia content from a memory card
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Scanning Images

Lesson 4

Scanning Images

Second Opinion makes it easy to bring images in from a variety of
scanners (TWAIN devices) and add them to a folder. Examples of
scanners include flatbed, film, slide, print, drum, hand held, and
some digital still and video cameras.

To complete this lesson, you need to have a scanner of some type
installed on your computer and the scanner’s TWAIN software
drivers loaded. See the documentation that came with your scanner
for installation instructions.

In this lesson we will select a scanner, scan an image, and save it to
a patient folder.

Over time the TWAIN standard has been revised to keep up with
the ever changing imaging technologies. Second Opinion has two
different add-ins that have scan capabilities, Scan Images
(Legacy) and MultiMedia Manager. Scan Images (Legacy) was
designed to support the older TWAIN standard and MultiMedia
Manager supports the current TWAIN devices as well as
Windows Image Acquisition (WIA) devices. For this lesson we
will be using Scan Images (Legacy) add-in.

If you run into problems during this lesson with your scanner /
imaging device, it may not be fully supported in Scan Images

(Legacy). Try using MultiMedia Manager. See Learning To
Use MultiMedia Manger.

Before You Begin — Select a Scanner

If you are not sure whether or not you have selected a TWAIN
device you need to do so. To do this you need to open up a
different Folder that contains at least one image and open up an
image. With the Image Viewer open click on File, then click
Select Scanner ..., lastly select the source you want to use.
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Step 1. Scan an Image

Click and drag on the image to pan

Step 1. Scan an Image

Once a scanner has been selected, you can scan one or more
images into the folder.

1. In Document Manager, open the Document menu and click \_{;

New Document.... .
You can also click on the New

Document button.

New 7 |

Select what you want to create:

: Details:
P - Folder
% Multimedia Manager [Video, Scan, Audio) &
Report Manager 53
; L\Q S0 Image Print Manager Scan one or more pictures from a digital camera,
b @ UL Davis Beferral Farm desktop scanner, slide scanner or other.
. .4 Sthethoscope Corferencing You gan either click on the +
G#-{g Forms sign ¢r double-click Capture
-4 Fieports Deviges to expand the
-- Tools .
-- LIC Davis Dermatology section.
-- Windows Documents

QK ] [ Cancel

2. Select the “Scan images” entry in the Capture Devices
section. Notice that a description of that entry appears in the
Details section on the right.

3. Click OK. This will start the Image Viewer and the scanner’s
software. Please consult the documentation that came with
your scanner for instructions on using and configuring it.

The exact steps you take to preview or scan an image depend
entirely on the type of scanner you have. Some software, such as
that for digital still cameras, will allow you to choose more than
one image to be transferred at the same time.

4. Make any necessary selections and adjustments in the scanner
software and click the appropriate button in that software to
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Scanning Images

accept the image and transfer it to the Image Viewer (the
button may be called Capture, Scan, OK, Final, etc.).

Step 2. Save Scanned Images

After you have scanned in your images, you can save them in the
folder. If you do not save the images, Second Opinion will ask
you if you want to save them before closing the folder.

In the Image Viewer, open the File menu and click Save.

'R — 2]
Image Id: BM2132E6 Session: 201121
Drescription: Scanned Image

Sourcedinstiument: | Scanner v Magnification/calibration: | Mot calibrat s

[ Allove Other Sites ta Recalibrate

Motes:
| My First Scanned Image

Femaords:
Details
Created on: 11/21/2011 22:55
Last changed: 1142142011 22:65
Created by: [r330000
Uzer: Administrator, S ample
Size: 1101 » 842
Cormpression;

I oK J[ Catcel ‘

In the Description field, type “Scanned Image”. Descriptions

can be up 30 characters long and can contain spaces. The

Session field defaults to the current date; it can be changed at
this time. Sessions can be up to 35 long and can contain spaces.

In the Source field, select the type of device that originally

generated the picture. To add additional Instrument sources,

go to the Document Manager window, select System,
Preferences..., then click the Instruments tab.

Type any notes you want in the Notes field. Notes can contain

multiple lines of text.

Click the Save button. The image will be saved into the current

folder.
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You can also click on the Save
button.



Step 3. Scan Additional Images

& Dacument Mineger | = )

System Falder  Document Communicstion View Help

o F = o . ; S &5 =y On .
B L) sBEEDDIBOSJILY <8

Demncgiagkic: Infamidicr

Step 3. Scan Additional Images

While you are in the Image Viewer, you can scan additional

images.

1. Select File, Scan. >

2. The scanner’s software will run to allow you to scan one or You can also click on the
more images. Scan button.

You may now scan a new picture or cancel the scan.
4. Finally, exit the Image Viewer by clicking on the Close button.

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Select a Scanner / TWAIN device

e Scan one or more images into a folder using Document, New
Document, Scan images (Legacy)

e Scan additional images while in the Image View using File,
Scan...

e Save a document into the folder using Document, Save
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Lesson 5

Capturing Images From Video

The video capture add-in allows you to capture still images or
digital video clips from a video camera, VCR, or other video
device that is connected to the computer.

To complete this lesson, you will need to have a video capture card
installed in your computer and the card’s Video for Windows
drivers installed. See the documentation that came with your video
capture card for installation and configuration instructions.

In this lesson you will learn to capture several still frames from a
video source.

There are two different video capture standards that Second
Opinion supports, Video for Windows (VFW) and Windows
Driver Model (WDM). Second Opinion has two different add-ins
that have video capture capabilities, Capture Video (Legacy -
VFW) and MultiMedia Manager. Capture Video (Legacy - VFW)
was designed to support the older VFW standard and MultiMedia
Manager supports the current WDM devices. For this lesson we
will be using the Capture Video (Legacy - VFW) add-in.

If you run into problems during this lesson with your video capture
/ imaging device, it may not be fully supported in Capture Video
(Legacy - VFW) and you should try using MultiMedia Manager.
See Learning To Use MultiMedia Manager.
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Capturing Images From Video

Step 1. Start the Video Capture Add-In

Turn on your video source. If it is a VCR, play a tape.

2. From Document Manager, open the Document menu and
click New Document...

ew 21|
Select what you want to create:
— Details:
% Dematology Referral Form ;I ‘
Digital Camera Capture
Image Print banager o
§ Multimedia b anager Capture still frames or digital video clips from a
Feport Manager viden camera, vor, of ather video device.
@ Wital Signs Manager RJT?S\ETSS\E:ISD* with Wideo for Windows
=1l Capture Devices :
gl [ apture Video [Legacy - VPW) Type: WIDEOSTILL
Qﬁ Digital Stethoscope Capture/Conferencir
e Record Sound [Legacy)
[ Scan images [Legacy)
[+~ _ Dermatology
[ Forms
[+~ _ Reparts
- UeD
- Windows Documernts =
dl | o
ITI Cancel |

3. Choose the “Capture Video (Legacy — VFW)” entry in the
Capture Devices section.

4. Click OK. This will start the video capture add-in. If your
video source and device are set up correctly, you will see a
preview of the video in the window.

"= ¥ideo Capture - Case, Learning

(Jeze=)

#
yE=

Capture Still

Capture Clip Capture b Sec

Alv]|

Exit
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You can also click on the New
Document button.

Trouble Shooting Tip

If you get the message, No
Video Capture Device
Found, click Options then
select the device you are
trying to use. It will be at the
bottom of the Menu List. If it is
not listed then either the
device drivers are not properly
installed or the device is not
supported.

If there is a problem with the
video preview click Options,
then Video Source and make
sure the correct video input is
selected.

If the video preview does not
take up the entire preview
window, click Options, then
Video Format to adjust the
size, 640x480 is the maximum
size.



Step 2. Capture a Still Frame

Step 2. Capture a Still Frame

Click on the Capture Still button, hit the space bar, or tap your
foot pedal to immediately capture the next frame. Each captured
frame will appear in a list alongside the video preview window.

Step 3. Capture a Digital Video Clip

Your video capture device must support video clip capture and

must also be properly configured. If you do not have this

capability, you may skip this step.

1. To begin recording, click on the Capture Clip button. The
program will begin recording the video.

2. When you wish to stop recording, click Stop Capture or click
the RIGHT mouse button.

To capture video clips of a specific length, click on the Capture 5
Sec button. Each captured clip will appear in a list alongside the
live video window.

Step 4. Review Captured Stills and Clips

Click on the desired image in the list alongside the video window.
The still or video clip will replace the live video. Click the Live This icon in the list designates
Video button to return to the live video view. video clips.

»# Video Capture - Case, Learning

Options  Help
Case, Learning - [TUTORIAL1] 10/18/2006 14:39 Second Opinion Software
’ . h r Live Video

Save All

Discard
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Capturing Images From Video

Step 5. Save Captured Stills and Clips

We will save the first captured still into the folder. If you do not
save the captured items, they will be lost when you close the video
capture application or if you change folders. Second Opinion will
also ask you if you want to save them before closing.

1. Click on the first captured frame in the list alongside the video
window.

2. Click Accept.

Image Id: |;.\| 205530 Sessian: W
Description: |Still Frame

Sourcedinstrument: |Video Camera ﬂ tl agnification/calibration: IWI
Mobes:

ideo Shill Capture

Keywords:

Dretails

Apply thiz infarmation b L
e [ Openin Viewer

* Only this image/clip
Al already captured imagesdclips only
Al captured and future imagesdclips duning this session

3. Inthe Description field, type in a description or leave “Still
Frame”. Descriptions can be up to 30 characters long and can
contain spaces. The Session field defaults to the current date; it
can be changed at this time. Sessions can be up to 35 characters
long and can contain spaces.

4. In the Source field, select the type of device that originally
generated the picture. To add additional Instrument sources go
the Document Manager window, select System, Preferences,
then click the Instruments tab.

5. Type any notes you want in the Notes field. Notes can contain
multiple lines of text.

6. Click the Save button. The image will be saved into the current
folder.
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Conclusion

% Document Menager §) || =iz E

Systern Folder  Docurmen & Cornmunica ton View Help

823 kb b (o

ID: 12345678 Hame:  Case, Leam

RO =

Dremogeaphec Infoimation Searved image

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Capture still video frames using Document, New Document,
Capture Video (Legacy — VFW)

e Save a captured still video frame into the folder using Accept
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Lesson 6

Adding a Referral Form to a Folder

In the previous lessons of this tutorial you created a folder and
added multimedia content to that folder. The last step in creating a
complete case folder is adding clinically relevant information to
the folder. This information should be relevant history, clinical
information, and should include specific questions for the
specialist. This is done by adding a Referral Form to the folder.
After the specialist reviews the case, a Consultation Form will be
created and sent back.

The Referral and Consultation Forms, included with the
software, are generic forms and can be used in all medical
specialties. Customized specialty-specific referral and consultation
forms can be created and added to your Second Opinion
Professional installation.

Another alternative is to create or use an existing paper based
referral form, fill it out by hand, and scan it into the patient folder.
Refer back to Lesson 3 Scanning Images in this tutorial for
instructions on how to scan in a referral form.

Learning To Use Your Second Opinion Professional 40



Step 1. Create a New Referral Form

Step 1. Create a New Referral Form

All patient folders going out for a consultation by a specialist
should contain a Referral Form document.

Start a New Referral Form

1. From Document Manager, open the Document menu and =l
click New Document... L g
e YOU can also click on the New
New 3] Document button.
Select what you want to create:
- Dretails:
(% Folder ..
|f Advance Search Engine
4 Capture Yideo [Legacy - VW) s i
kﬁ Digital Camera Capture Create a Referral farm.
5 Image Print Manager
[% Multimedia Manager [Video, Scan, Audio) Type: REFERDT
Report Manager

& vital Signs Marager
+-(2] Capture Devices
=-(2] Forms

Caonsultation Farm
Referal Form
+-(2] Reports
#-{2] Windows D ocuments

Ok | Cancel J

2. Choose the “Referral Form” entry in the Form section.
Notice that a description of that entry appears in the Details
section on the right.

3. Click OK. This will launch the “Referral Form” add-in.
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Adding a Referral Form to a Folder

Fill In the Referral Form
Across the top of the Referral Form window there are three tabs:
Clinical Information, Referral Information, and Specific
Questions.

1.

In the Clinical Information page, enter a Ref Date
(MM/DD/YYYY) (referral date) or click the drop-down button
and a calendar will appear. The default value is today’s date.
Press the Tab key to go to the next field.

2. Enter a Case/Ref #; the default value is the Patient ID (you
can enter up to 25 characters in the Case/Ref #). Press the Tab
key to go to the next field.

3. Enter a Country or choose one from the drop-down list. Press
F2 to add values to the Country drop-down list.

a Referral Farm - Case, Learning @
Clinical Infarmation | Referral Information | Spesific Buestions
Rief Date MM/DDAYYYE 112172011 |+ | Case/Ref # Tutoriall
Eountry: e Med Dir/Fief By: -
Phone: Fax: E-Mail:
Provisional Diagnosis: Diagnosis One - | |3|
Conzultation Report; -
To Specific Piefened Time Frame
Specialty: - Date [(MMADD YY) -
Physician: - Time:
I ok ‘ } Cancel |
| —
4. Enter a Med Dir/Ref By (Medical Director or Referring

Physician), Phone, Fax and Email. This is the contact
information of the person or facility responsible for this
referral. This is necessary in case there are any questions or
additional information or clarification that is needed by the
consulting physician. The Med Dir/Ref By, Phone, Fax and E-
Mail fields are all related to each other. By selecting a value
from the Med Dir/Ref By drop-down list, the related Phone,
Fax, and E-Mail values are automatically populated. These
values can be changed by simply editing the values. Press F2 to
add values to the drop-down list.
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Step 1. Create a New Referral Form

@ Referral Form - Case, Learning ==
Clinical Information | Refenal Infomation | Specific Questions
Ref Date MMDDAYYYE q12102011 - Case/Ref . Tutoiialt
Country: e Med Dir/Ref By: -
Phaone: Fax: E-Mail:
Provizional Diagnosis: Diagnosiz One '] @
hed DirfRef By: [ %=
ted Dir/Ref By: Phone: Fam: Edit
tMedical Director 310-585-1212 310-44
| Mew. ..
Edit Value [=22m)
Conslt tded Dir/Ref By: ok,
[Medical Directar
ToSp Phare: Cancel
Speci [305551212 ; M
Physic| Fax
[310-444-2121°
E-Mail:
[mdi@abed.com
0k I { Cancel I

Enter a Provisional Diagnosis or select relevant description
segments from the Provisional Diagnosis drop-down list. Click
the Paste button to insert selected segments or press F2 and use
the Look Up Segment interface to add segments to the

form. Description Segments are a
_ powerful tool. Often used
Provisional Diagnosis: |Diagnosis One ('] F=Y Verb|age can be typed |n and

' ~ referenced as look up values.
This allows you to create
comprehensive paragraphs by
selecting the segments from a
list. This minimizes typing and
promotes consistency of

Conzultation Report: -

values.
More than one description
+ Frovsions| Diagnosi Feeres] segment can be selected from
Pranisicnal Disgrosi k the list. The additional
Dagrese (e segments are added to the
Provisional Diagnosis field
separated by a blank line.
r
This s 2 sampl diogrosis doscrotion seammerd] Once you have selected all of

the description segments, they
can be edited to make up a
comprehensive provisional
diagnosis.

I Mew I I Save I I Close:

Enter the rest of the information.
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Adding a Referral Form to a Folder

4. Click OK to close the Referral Form and save the entries. The
new “Referral Form” document entry is created form the form
you just filled in.

Consultation Side of a Referral

When a Referral Form is received by a consulting physician, it
can be viewed, and printed but cannot be edited. After reviewing,
the referral the consulting physician will create a Consultation
Form. This returned Consultation Form will be linked to the
referral.

The View Consult(s) button on the Referral Form will open up
all of the consults that were returned for the particular Referral
Form.

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Created a new Referral Form.

e Learned what Description Segments are and how to add them
to a form.

e Learned what a consulting physician does when a referral is
received.
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Lesson 7

Connecting With Other Sites

This Lesson is only valid for computers with Windows XP
operating system.

Connecting with other sites in real-time is an important feature of
Second Opinion Professional. It allows you to exchange patient
information as well as have interactive consultations.

While in a conference you can do a number of different things.
First of all you can send Documents and collaborate in real-time
with all of the participants. This is a great for “Grand Rounds” and
“Peer Review” sessions. Next, data from electronic medical
peripherals such as electronic stethoscopes can be transmitted to
remote sites for real-time monitoring.

If you have Windows NetMeeting installed, you can utilize these
features and establish point-to-point or multi-point conferences
over a TCP/IP network such as a local area network (LAN) or the
Internet. Using the Internet, you can connect to another computer
that is also running Second Opinion Professional anywhere in the
world.

In this lesson you will learn to connect to NetMeeting, call a
remote computer, answer incoming calls, send documents, and
enter into a conference. You must have a properly set up network
connection before beginning this lesson. Contact your system
administrator if you have any questions or problems with your
connection. This lesson assumes you are using NetMeeting version
3.01. The instructions and appearance of the program may change
with other versions of NetMeeting.

Before You Begin — Configure NetMeeting

NetMeeting is included with the default installation of the
Windows Operating Systems. If NetMeeting is not installed on
your computer it can be easily added. Make sure you log in to your
computer with administrator rights, click Start, click Run..., then
type in CONF, then click OK. This will start the NetMeeting
configuration wizard.
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Before You Begin — Load Sample Patient folder

If you have not already done so, log in to Second Opinion and
open up the Sample Patient folder we used in the first lesson. If
you need assistance please refer back to Lesson 1 Learning The
Basics.

Step 1. Start Windows NetMeeting

Second Opinion must be informed to use Windows NetMeeting. If See the “Using Your Second
it is not set up to automatically link to or start NetMeeting, you %E'iz';?uz:%fsssig”Sag’t't%gi%
will need to start it manually. Second Opinion to work with
In Document Manager, open the Communications menu and NetMeeting.

click Start NetMeeting. If NetMeeting is not already running, it ,

will start. If it is already running, Second Opinion will link to it to L

get conference information. You can also click on the Start
NetMeeting button.

# NetMeeting - Notina Call [=]0|[X]
Call View Tools Help

Marme

Motin a call B Ha

You should also make sure that the computer you will be calling
has also started NetMeeting.

Step 2. Call a Remote computer

The details of how you call another computer differ, depending on
your network connection. This example will assume you will be
dialing the direct IP Address of the remote computer.
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Find out the Remote IP Address

If you do not know the remote IP Address, you can ask the remote
user to give it to you.

1. Have the remote user click in NetMeeting on Help, About
Windows NetMeeting.

2. Have the remote user read to you the IP Addresses entry. It
will be a sequence of numbers similar to this: 123.456.789.123.

Call the Remote IP Address
You will need to call that IP Address using NetMeeting.
1. Enter the address given to you by the remote user into

NetMeeting.
# NetMeeting - Not ina Call [=)0|[X]
Cal View Tools Help
123.456.789.123 vd!— |
Mame i % |E§
|
< I
=l el 2] =
Motin a call '.'?.El_

2. Click the Place Call button. NetMeeting will connect to the
remote computer.

When the conference is established, you will see your name and
the name of the remote computer listed in NetMeeting. Second
Opinion will also display the number of members in the conference
in the Document Manager’s Title Bar.

mi & [ib 4; EEE

ID: 12345678

| Mame: |Sanple, Patient |

2B M

Dermn Mail

>

Demographic Information

()

ENT Ear (2]

Derm Leg

¥ ..

S

Fath Cellular

Fath Cptology

Step 2. Call a Remote computer

You can establish a multi-point
conference, more than two
sites, by repeating the Call the
Remote IP Address steps.
The total number of users in a
conference will be displayed in
the Document Manager’s Title
Bar.
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Step 3. Send a Document from Document Manager

Once the conference has been established, you can send one or
more documents to all conference participants in one of two ways;
from within Document Manager or the Image Viewer.

1. Select the document titled “Derm Leg.” You can select as
many documents as desired.

2. Open the Communications Menu, then click Send Using
Conference.

& Document Manager - 2 Users in Conference

System  Folder Document  Communication  View Help

1D: | 12345676

= BE7 BT el P, - e
ORILY 6@ i

MName:; Sample, Patient

2 i o

Derm Mai

o

Demographic Information Dem Leg Derm Skin EMT Ear (1)

£
3 N gl

2
PROSL

Path Cellular

St

LSt ]

EMT Ear (2] Path He

Path Cytalogy Path Slide

Send the selected documents ower the curent conference

The selected documents and folder information will be collected
into an encrypted Second Opinion Data file and will be sent to all
other conference participants.

When Second Opinion detects that a remote computer is sending

you a file using NetMeeting, it will ask you if you want to import
it. The folder contained in the file will become the current active

folder and its documents will be imported.

Notice in most cases that the “Demographic Information”

document is always sent, even if it was not selected; this is because

it stores the primary folder information. The exception is when the

default Demographics form has been replaced or is not being at all.

. -l—.’
You can also use the Send
Using Conference button.

When sending documents
using this method the program
will always send the
documents, there is no check
to see if the remote site
already has the information.

Step 4. Send a document using the Image Viewer

There are several advantages of sending images from the Image
Viewer.

1. Select the document titled “Derm Nail” and open it up in the
Image Viewer.

2. Open the Communications Menu, then click Send Update to
All Members.
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Step 4. Send a document using the Image Viewer

B Image Viewer - Sample, Patient &
File Communication Edit Tools Image Window Help =

>0 &

0]

You can also use the Send
A0E 9 &@,@ﬁﬁ\ %!’m@ 9 Update to All Members button.

I o

Hesl000 /=N \&

When sending an image from the Image Viewer, the program will
check to see if the remote site has the image and will only send an
update to the participants that need it. For the sites that already
have the image, it will be opened automatically.

All participants in the conference will now have the “Derm Nail”
image open and a collaboration session will be in progress. All
actions performed on the image, annotations, location of the image
and the zoom factor will be synchronized to all of the connected
sites. If multiple images are open, as you select other images, the
windows focus will also be updated to all of the participants. This
synchronization is not being done via application sharing but rather
data conferencing. This means that once the images have been
transferred to each site the collaboration band with requirements
are minimal. To minimize the amount of conference time spent
sending updates to all members, the content to be discussed in
“Grand Rounds” and “Peer Review” sessions should be sent ahead
of time.
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Step 5. Disconnect from a Conference
In NetMeeting, click the End Call button.

#° NetMeeting - 1 Connection g|§|g|
Call View Tools Help

Marme
¥ nemote Site

& Timk

(2] (o] [=] []
In & call (5
Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Start NetMeeting from Second Opinion using
Communications, Start NetMeeting

e Find out a computer’s IP Address using NetMeeting’s Help,
About Windows NetMeeting

e Call a remote computer using NetMeeting’s Place Call

e Send documents to conference participants using
Communications, Send Using Conference

e Send images to conference participants from the Image Viewer
using Communications, Send Update to All Members

e Disconnect from a Conference using NetMeeting’s End Call
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Lesson 8

Using Email to Send Information

If you have an Internet connection, or are running on a computer
network, you can have Second Opinion send documents using
email instead of over a real-time conference.

Second Opinion has the capability of sending several documents or
images with annotations, comments, patient folder information,
and other database information as a single encrypted file attached
to your e-mail. If you have a MAPI-compliant (MAPI stands for
Mail Application Programming Interface) email client installed,
sending email becomes a simple, integrated process.

MS Outlook and GroupWise are examples of MAPI compliant
email clients, Outlook Express, AOL, and all web based email
clients are not.

This lesson will assume you have Windows XP with Microsoft
Outlook running over Microsoft Exchange. If you have a different
email system, the details of the procedures may change slightly,
but the overall process is the same.

Before You Begin — Configure Email System

Make sure you can successfully create, send, and receive an email
using your email client. If you cannot, contact your IT support
person to setup and configure your system to do so.

There are no settings in Second Opinion that effect the integration
or operation of the email client. All of the settings for the email
client are set within the email client or operating system. If the
email client is setup properly and is MAPI compliant Second
Opinion will integrate with it.
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Using Email to Send Information

Step 1. Send Documents with a MAPI Client

1. In Document Manager, select both the “Scanned Image” and

“Video Frame” documents.

2. Open the Communications menu and click Send Using
Email... A dialog box will appear to offer you other options.
The selected documents and folder information will be
collected and processed into an encrypted Second Opinion

Data file.
Export @

Send what

@) Selected Documents
() &l Documents
Options
[ Peer review
[ Adjust Image quality
[] Export ta Second Opinion Standard Yer. 4.0

Image Guality
Corwerts Images to Secured 501 format
Mo Compression
Mo Data Loss
Wizually Loszless
(@) Excellent

Good

[ 0K ] [ Cancel ]

3. If a MAPI compliant email client is installed, you will see a
mail message dialog box with a uniquely named .SOD file as
the attachment. Type any message you wish, choose one or

more recipients, and click Send.

E® 09398500.50D - Message (HTML)

! Fle Edit Wiew Insert Format Tools Actions  Help

{:-4send | Accounts * E| v|\| v|| AlB I U|=

This message has not been sent.

[ To... ] |belemedidne@hnsp\tal.com|

[ e I

[ e I

Subject: |09 398500.50D

attach... | | ¥ 0e388500.50D (30 kB)

|[ Attachment Options... ]

Dear Dr. Smith,
Here is the referral we talked about.
Best regards,

Dr. Jones
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Step 1a. Send Documents with a Non-MAPI Client

Step 1la. Send Documents with a Non-MAPI Client

1.

In Document Manager, select both the “Scanned Image” and
“Video Frame” documents.

Open the Folder menu and click Export Folder... The same
dialog box will appear as when clicking the Send Using Email
button. The documents and folder information will be collected
and processed into an encrypted Second Opinion Data file
but, instead of the program automatically attaching it to the
outgoing email, you will need to save it in a temporary location
so it can be manually attached to the outgoing email.

3. Compose an email message using your email client, address it,

attached the SOD file to the email, and click send.

Step 2. Receive Documents

If you receive an email message with an .SOD file as an
attachment, you can import the attachment into Second Opinion in
one of several ways, depending on what your email client supports.

1.

Have a remote computer running Second Opinion
Professional e-mail you one or more documents.

Look through your mail system’s In Box for the message.

B4, ¢ || From Subject Received

(=] Date: Today
| £  TimKaufman 09401318.50D Thu 3/15/2007 12:30 PM 94 KB

Double-click on the message entry. This should display the
contents of the message.

B 09401318.50D - Message (HTML)

! Fle Edit View Insert Format Tools  Actions  Help

i CaReply | GiReply oAl | Foward | 0 ¥ 53X |+ -9 - A @8

5] Track in CRM |, Regarding: (None) S !
From: O'ﬁm Kaufman Sent: Thu 3f15/2007 12:30 PM
To: Tim Kaufman

G
Subject: 09401318.50D

Attachments: [#) 09401318.50D (30 KE)

Dr. Smith,
Here is the referral we talked about.

Dr. Jones
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4. Double-click on the icon for the attached file. If you are asked
what you would like to do with this file, choose Open it.

5. If Second Opinion Professional is not already running, it will
automatically start. If no user is logged in, you will be asked to
log in.

6. The folder information contained in the attachment will be
created or updated as necessary, and all of the documents in the
attachment will also be updated or created as necessary.
Second Opinion ensures that only older information is replaced
by newer information.

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Send documents using a MAPI compliant email client,
Communications, Send Using Email

e Send documents using a Non-MAPI compliant email client,
Folder, Export Folder

e Open received documents
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Lesson 8

Using FTP to Send Information

If you have an Internet connection, you can have Second Opinion
send documents using FTP (internet File Transfer Protocol) instead
of over a real-time conference or Email.

Second Opinion has the capability of uploading several documents
or images with annotations, comments, patient folder information,
and other database information as a single encrypted file. There
are times when the attached encrypted file is too large to send via
Email or you do not have a valid email client set up on the
computer, you can send the information via FTP Send. Using this
feature, the SOD file is uploaded to a secured server via the FTP
protocol, once it is uploaded, an email with a link to the encrypted
file is sent to the recipient. The recipient clicks on the link to
download the file and import it into Second Opinion.

This lesson will assume you have Windows XP or Windows 7 with
an internet connection.

Step 1. Send Documents using FTP Send

1. In Document Manager, select both the “Scanned Image” and
“Video Frame” documents.

2. Open the Communications menu and click Send Using EE
FTP... A dialog box will appear to offer you other options. <=y
The selected documents and folder information will be Send Using FTP button
collected and processed into an encrypted Second Opinion
Data file.
Export 7=

Send What
9 Selected Documents
All Documents
Options
Peer ieview

Adust Image quality
Export to Second Opinion Standard Yer. 4.0

Image Qualiy
Converts Images to Secured SO/ farmat

Na Compression
Wi Data Loss
Vizually Lossless
Excellent

Good

| Ok ‘ | Cancel ‘
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3. Fill'in all of the appropriate information in the FTPSend form.
You must specify the To and From Email addresses. The Save
My Info button saves the information you have entered as
default values and will not need to be entered next time. Type
any message you wish and click Send.

¥ FTPSend E-Mail o] @ [

To:  jackie@sotelemed com
From:  jackie@sotelemed com
Subject:  Secand Opinion Secured File

Meszage
Dir. Smith

Here is the referral we spoke about.

Dr. Joned

My Foater

Second Opinion Telemedicine Solutions, Inc.

3848 Del Ama Blvd, Suite 303

Tomance, CA 90503

<a hief="http: /v, sotelemed.com' "> <img sre="http: //198.173.119.53/50PImg.bmp"' /> < &>

Global Footer

COMFIDEMTIALITY STATEMENT: This e-mail message. including any attachments, is solely for use by the intended
recipient(s] and may contain informnation that is confidential and privileged information or othenwise protected by law. Any
unautharized review, use, discloswe. distibution. or forwarding of this meszage or its attachments is stricth probibited. 1F pow
are not the intended recipient, please contact the sender via reply e-mail and destray the original and all copies of this
meszage and its attachments. Y'ou co-operation is appreciated.

Save by Info Send me a copy of this E-Mail Send ‘ | Cancel

4. You will see a FTP Send Status box indicating the file is being
uploaded. When complete, an email with a link to the file, will
be sent.

¥ FTP Send o] B |3

Send Status:

Complete; 100%

Avwq Transfer Rate: S0 KB/ s
Duration: 0:00:02
Remaining Time: 0:00:00

E-tail zent succeszsiully

Step 2. Receive Documents

1. Have a remote computer running Second Opinion
Professional, send one or more documents using FTP Send.

2. Look through your mail system’s In Box for the message.
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Conclusion

Search Inbox (Chrl+E)

Arrange By: Date Mewest an top
4 Today
4 ftpsend@secondopinionftp.com 12:25 AM

Second Opinion Secured File

3. Double-click on the message entry. This should display the
contents of the message.

=0 I= Second Opinion Secured File - Message (HTML) o =R
Message  AddIns - 7 ]
. X ;?Rap\y R (¥ Message / = &‘% ‘El;] # v # \
“d Reply &l () CRM Fields 8l
&y Delete | o - 3 Quick Move | Track Set Tags | Editing Zoom
o Forward Steps~ - Regarding ~ “4 - -
Delete Respond Sho Quick Steps CRM Zoom

@ click here ko download pictures, To help protect your privacy, Outiook prevented automatic download of some pictures in this message.

Fram: Ftpsend@secondopinionftp. com Sent: Tue 11/22/2011 1252 AM
Tor Jackie Laomis

co

Subjert: Second Opinian Secured File

» &1

SOD Sent From:  jackie@sotelemed com
Click to Download SOD: 31320850
For more information regarding FTPSend please wisit: http i sotelermed corFTPSend

Dr. Smith
Here is the referral we spoke about.

Dr. Jones

4. Click on the Click to Download link. If you are asked what you
would like to do with this file, choose Open it.

5. If Second Opinion Professional is not already running, it will
automatically start. If no user is logged in, you will be asked to
log in.

6. The folder information contained in the FTP link will be
created or updated as necessary, and all of the documents will
also be updated or created as necessary. Second Opinion
ensures that only older information is replaced by newer
information.

Conclusion

You have completed this lesson and have learned to do the
following tasks:

e Send documents using FTP Send, Communications, Send
Using FTP.

e Open received documents
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