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Upload a File to a Patient Folder

Upload a File to a Patient Folder

The File Upload Utility allows you upload a variety of different document types into a Patient folder.
This can include images, video clips, PDFs, Word Documents, etc. Using the File Upload Utility from a
mobile device also allows you to upload pictures and videos directly from the camera or the Media
Gallery of the device.

Logging In
To sign into the portal, go to the Second Opinion Enterprise Portal web address using your browser, type
in your Username and Password
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#4 Home & Register

Sign In
Type in your Username, I g
include the Domain if If your organization uses Domain Authentication, us

instructed to do so R2\KWilson 0 Remember me 9

[foeess ] O Kkeep me signed in

e Forgot Password?

Privacy Policy | Terms Of Services

Type inthe Username and Password you were given to log into the portal. Use your
regular network login, Domain\Username and your Password, if you are told to do so

Far security reasons, Remember me and Keep me signed in, may be disabled by
your organization.

Click Forgot Password? if you have forgotten your Username or Password and are
having trouble logging in. Note: This cannot be used to recaver Domain accounts.
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Once you have successfully logged in, you will be presented with one of two different screens. If you are
regular User you will be presented with your Review Page.
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If you are a Specialist User you will be taken to your Dashboard.
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Click on the Review tab to get to the Patient folder area of the Portal.

Create Patient Folder

There are a couple of different ways to create a new Patient folder, Clicking the Add Record icon
displays a list of documents that can be added. Adding a Patient Demographics form is the most
efficient way to create a new Patient folder. The Patient Visit form can also be used to create a Patient
folder but it also creates a Referral form that is not necessarily useful if you are not using Referrals when
scheduling virtual appointments.

[ Create New

What kind of document
_do you want to add?

& Patient Create Patient Folder

—— Create Patient
=_ Patient Visit Folder and Referral

When filling in the Patient Demographics form to create a new folder, all of the fields in the Registration
section are mandatory except for the Email address. But, the Email field must be filled in prior to
scheduling an appointment to support notifications to the Patient. Additional Patient information like
Phone numbers can be filled in during this creation process, this is not possible when using the Patient
Visit form. To fill in additional Patient information, Click on the Additional Patient Information section
and fill in the desired information. When done Click Save Changes.

Note: If your use case of the Portal requires direct Patient access to their account, Click on the Patient
User Account section to define their Username and Password.
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New Patient Registration

Review Home ” Dashboard W
Save Changes

PATIENT

| Registration

Primary Patient Site*

General Hospital v Same required fields that are
Patient ID* included on the Patient Visit form
First Name™

Last Name*

Date of Birth*
mm/dd/yyyy

Sex/Cender”

Email

+ Additional Patient Information

»  Patient User Account

Note: The Email field supports multiple email addresses and all addresses will be sent notifications.
Separate the various email addresses with a <;>. Example: Patient@SomeDomain.com;
CareGiver@SomeDomain.com

Additional Patient Information

Review Home | Dashboard | New Patient x|
| Save Changes |

PATIENT

» Registration

H Additional Patient Information

Secondary Patient ID

Guardian Name

Guardian Relationship

Examiner
Marital Status
Single v
Type Phone Number Phone Carrier SMS Domain @
Mobile  + Alltell ~|@message alltel com
Add another number
LUGEGGIE

» Patient User Account
» Insurance

» Vitals
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Multiple phone numbers and addresses can be entered for each Patient folder, Click the Add number or
Add address buttons to enter values. Click the Add additional numbers or Add additional addresses
buttons to enter additional values.

Note: Sending Text Message notifications is also supported. Click Add number or Add another
number, Select Mobile as Type, fill in the phone number then Choose the Phone Carrier. Click the Test
SMS button to validate the entry, a test SMS message will be sent.

Review Patient Information
Dashboard H Patient: Jones, John (442313) IE

Edit .

After saving check to make sure
the information is correct then exit —
the Tab or Click the Review Home

PATI ENT tab to go to the new Patient folder
Created By: Katie Wilson

Patient ID: 442313

Secondary Patient ID:

Enterprise Patient ID: 1463

Name: John Jones

Date of birth: 02/03/1980

Sex/Gender: Male

Guardian Name:

Guardian Relationship:

Examiner:

Site: General Hospital

Email: @gmail.com
Marital Status: Single

Phone Numbers: 310-555-1212 (Mobile)
Addresses:

lleermame-

Note: If any entry needs to be changed, Click the Edit button to update the information.

Welcome Katie Wilson! My Account | Sign Out
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T — Patient: John Jones (442313)
] [+ B3 3 E i @

08/18/2020 21:02 08/18/2020 21:03 08/18/2020 21:03 08/18/2020 21:03
Joe Salfie Ins Card Front Ins Card Back Licanse

Note: Once a Patient folder is open, additional forms can be added or files can be uploaded to support
your specific use case. Click the Add Record icon to see the list of documents that can be added or to
access the Upload File utility.
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| Create New »

What kind of document
do you want to add?

:} Beferral

@ Upload File to Patient
=

There is also an Upload File to Patient button on the main tool bar.

Click the File Upload button

# Home @ Review
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When the Select files page appears, either Click Add Files and browse to select the file(s) to be uploaded
or find the files and Drag and Drop them into the Drag files here section.

# Home @ Review
New Upload File to Patient *

Select files
Add files to the upload gueue and click the start button.

Filename Size Status
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Drag and Drop
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Once all the files have been queued up, Click the Start upload button. You will see the status of the
uploads and you will know for sure if they have been successfully uploaded.

# Home @ Review
New Upload File to Patient *

Select files
Add files to the upload queue and click the start button.

Filename Size Status
sitting-posture.jpg 60 KB 0% @ -
sitting-posture2.jpg 143 KB 0% &
sitting-posture3.jpg 73 KB 0% @
walking-and-running-posture.jpg 17 KB 0% &

@) Add files ||| 4 Start upload 293 KB 0%

Note: Each video that is uploaded will be processed to a browser friendly MP4 format. While this
processing is occurring, an MP4 icon will be displayed in the Patient folder. Once the processing is
complete, the MP4 icon will be replaced with a thumbnail from the video.
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For More Info or Technical Support Give Us a Call

Second Opinion Telemedicine Solutions, Inc.

20695 S. Western Ave., Suite 200
Torrance, CA 90501 SECOND S
- ~ ™

310-802-6300 @PM@N
www.sotelemed.com
corp@sotelemed.com E n t er p r i Se
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