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Click here for the latest Reqistration, Scheduling, Referral Management, Experian, Charge Management, and
other Revenue Cycle updates!
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724Access Ambulatory Downtime Viewer

» The 724Access Ambulatory Downtime Viewer allows clinicians to access and view a list of scheduled
appointments, reports, and non-expiring documents for the corresponding patients when Oracle
(Cerner) Millennium has a planned or unplanned downtime. Staff can print a list of scheduled patients
and a Continuity of Care Document (CCD). The schedule and CCD reports are generated each night
and available if needed for the next day.

Accessing the 724Access Ambulatory Downtime Viewer

Identify computer with 724Access

Downtime devices are used as clinical workstations but during downtime only devices with the
Ambulatory Downtime Viewer App can be used to access and print information.

. . . 724Access Downtime Viewer
» Look for a device with this label. e

» The device must always be ON and may be rebooted as needed.

» Locate the 724Access Viewer app on the desktop and double-click to open.

» The downtime viewer icon, if not on the desktop, is in the start menu 724Access.

NOTE: |If the device gets replaced or needs to be fixed, notify the Service Desk and give the device number.

Logging In

» A screen displays showing the Downtime T e
Viewer is connected.

e C(lick Accept.

> You will be prompted to enter the 724Access _ ety
username and password.

e Username: 724access (all lower case).

o Password: 724AccessXXXXXX! (The Xs represent a 6-digit number that will change after each
downtime. For additional security, the A in the password will be upper case and the special
character ! will need to be at the end of the password). The password changes after each
downtime.

Password

» The password will be published three ways:
e The password is published on the status page of each hospital’s home page.
e Arecorded message at the helpdesk is updated with the password when there is downtime.
e A printed email with the new password located in the downtime toolkit at each location.

Return to Table of Contents
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Downtime Toolkits

NOTE: All patient care sites are responsible for having a downtime tool kit which includes the downtime
procedures for the Clinical Information Systems used by that site and the tools required to perform
the care.

> Please refer to Clinical System Downtime policy 22-048 and the Clinical System Downtime
ATTACHMENT.

» Downtime forms are in the HIMS Forms Repository: Intranet - Northern Light Health (emhs.org)

Audit Dialog Box

> The Audit box displays before the schedule or CCD reports can be
viewed. Audits capture who is accessing the patient data, the reason, and
when the data was accessed.

» Audit events are captured for each patient that has their information or
documents viewed.

» Enter your Full Name and Audit Reason for tracking purposes.

> Select Audit Reason: Millennium Downtime and click OK.

Viewing Appointments

Appointment List

» When the application is opened, the main landing page is displayed. By default, all locations configured
for that device will display.

> The viewer will display a Patient Tracking list with appointments for the current day.

e Ifasame day appointment is scheduled, it will be replicated to the viewer device within three
minutes.

e Prior appointments have a look-back for the past 7 days. Future appointments are viewable for
7 days.
» The schedule defaults to display 20 patients per page.

e When viewing the schedule, you may need to click the Next or 2 button to see more patients.

» All column headers in the schedule can be opened to see more details.
e Place your cursor in-between the columns to get a 2-sided arrow, then left click and drag to the
right.

NOTE: The Appointment Type/Reason will display TELEHEALTH VISIT if the appointment was scheduled
as such.

Return to Table of Contents
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» At the top of the Patient Tracking list, various fields are available to search for a patient or filter
appointments by status, date, location, resource, and provider.

E T24Access Ambulatory Viewer
File Help

T Patient Tracking

« [ o[ »|[oart62022 <] [ADay |Mext2Hours | | Next4 Hours  Location] | All Locations w | Resource: | All Resources v | Provider: AllProviders v | Search by: @ Patient Name O DOB [Search.. | Ql

Status Filters: Canceled Checked In Checked Out Confirmed Mo Show Rescheduled Scheduled Reset Filters

Search Appointment List

» Use the appointment search box to search by the patient’s last name, first name or search by date of
birth.

» The search functionality will list results from all appointments available on the device within 7 days. The
search is not limited by filters currently applied to the appointment list,

Filter Appointment List

> All appointment statuses are selected by default and have colors associated with each status.

NOTE: Smaller clinics sharing devices will see multiple locations in the Location dropdown. Check your
locations and adjust filters to prevent printing data for the wrong patient.

e Use the Locations dropdown to filter for patients only scheduled to your | ocation: |AllLecations v

location.

e Use the Appointment List Status Filters to adjust criteria for which patients to display on the
schedule.

o Select Reset Filters button to return to the default settings.

Status Filters: Canceled Checked In Checked Out Confirmed Mo Show Rescheduled Scheduled Reset Filters

Printing a Schedule

> Filter the location and other criteria before printing the schedule.

NOTE: Itis recommended to print to the local printer. If the network goes down, Secure Print does not
work. Do Not Use Secure Print. Look for a red label on the device with the printer ID number.

> To select All patients and print the schedule: click the checkbox in the upper left

[ Appointment

above the time and next to Appointment.

> Click Print List button in the top right corner. e

Return to Table of Contents
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» The Printing Preferences window provides options for columns. 53 patient Tracking Print Wizard o x
e Select the columns you want to print on the schedule. Printing Preferences
Select the columns from the Patient Tracking table to print.
* The options will need to be selected each time you
print.
Columns:
= Depending on how many columns are selected, T Time "
the page orientation will change to landscape D e
automatically. ] Date Of Birth

e Ifneeded, choose the layout orientation and click Finish.

[] Home Phone
[] Business Phone
[ Type

e Selectalocal printer and click Print. Do Not Use Secure | os
Print.

» Verify in the header of the printed schedule that the correct clinic

entation

(® Portrait
() Landscape

Finish Cancel

has been printed.

Continuity of Care Documents (CCD)

Viewing Patient CCD Reports

» (CCD reports are not replicated in real time. The job runs nightly to generate the CCD for patients

scheduled the next day. Only patients with scheduled appointments for the next

day when the job runs will have a CCD report generated.

e Toview a patient’s CCD report, navigate to the patient’s appointment

and select Open Reports.

e There are two tabs, one for Clinical Data (CCD) and another
for Documents.

e Historical patient CCD reports will purge with the
appointment after the 7-day appointment look-back has
passed.

Printing Patient CCD Reports

TEST, MARY A

Open Reports i - I

Clinical Data | Documents

3 Patient Tracking | ] TEST, MARY A 232

Reports by Datel 08-22-2022 01:05 ~ I

» The best approach is to print one patient’s CCD at a time, keeping the record intact and reducing risk of

mixing pages in patient records.

NOTE: The CCD might be several pages per patient. It is a good idea to check your printer’s paper

before printing.

» To print for a single patient, navigate to the patient's appointment and click the dropdown next to the

Open Reports button, click Print Clinical Data.

» (CCDs can be printed for all patients when they have been selected and
using the Print Reports button.

Print Reports

TEST, MARY A

Open Reports B Print Clinical Data

View Clinical Data

Return to Table of Contents
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e To select All patients and print the schedule: click the checkbox in the :
[ Appointment

upper left above the time and next to Appointment.

CCD Contents
About CCD Contents and Display Order

» Header: The header displays the Patient's name, Gender, and Date of Birth along with the Visit date at
the top of every page.

Contact Information and Care Team: Display after the header on page one.
Document Details: Cerner template ID, unable to be removed.

Medications: Patient's Home Medication List

vV V V V

Radiology will need to use Health InfoNet

Non-Expiring Documents

Viewing Patient Documents

» There is a 50-document type limit and only documents that are configured are viewable and printable.

e Available non-expiring document examples are Office notes, Admission H&P, Discharge
Summary, Emergency and Urgent care documents within the past 24 months.

» To view a patient’s documents, navigate to the patient’s appointment and select Open Reports.

» The Documents tab displays a list of documents with dates on the left and a reading pane on the right.

For questions regarding process and/or policies, please contact your practice manager. For questions
regarding workflow, please place a ticket to Health Informatics. For any other questions please contact the
Customer Support Center at: 207-973-7728 or 1-888-827-7728.
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