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Preface

About This Manual
This manual provides reference information and instructional steps for performing daily tasks in your
IDEXX Cornerstone* Practice Management System. This information is intended for use by all staff
members who use the Cornerstone software at your practice. This manual provides information on:

e Using basic Cornerstone features

e Scheduling appointments and managing patient visits
e Performing pet health management tasks

e Performing daily inventory tasks

e Using Cornerstone Imaging

e Other tools and tasks

How to Use This Manual

This manual takes advantage of the searching and linking tools available within Adobe® Reader® PDF
(Portable Document Format) files. Use the following tools to search and navigate within this manual:

e Bookmarks panel — The Bookmarks panel acts as an always-visible linked Table of Contents,
available on the left side of the document window.

e Clickable TOC - This manual’s Contents section provides direct links to each page—ijust click the
page/chapter/section text in the Contents listing to go to that page.

¢ Find toolbar — Select Edit > Find in Adobe Reader and use the Find toolbar to do a quick search
for a word or phrase in the current PDF.

e Search window - Select Edit > Search in Adobe Reader and use the Search window to look for
words in the current PDF or in multiple PDFs, or to use advanced search options.

Select Edit>Find and use the Click anywhere within the
Find toolbar to quickly find a Contents listing to go
word or phrase directly to that page
“3 Adobe Reader BER]
= @ ED[2ivi®® 0% -1 [

Select Edit>Search

B scarch =% -~
Bl -/ and use the Search
C"ck a bookmark B Preface Contents Whak word or phrass would you ke ko search for? window to set up

=] About This Manual

search criteria or do
an advanced search

] How to Use This Manual

[E] Additional Resources

[ Getting Help

£ Chapter 1: Getting Started
with Coerstane Setup

in the Bookmarks
panel to go directly
to that section in
the manual

WWher would you ke to search?

Preface
Abcut This Guide
Additional Resources
Getting Help
Section 1 - System Setup
Chapter 1: Getting Started with C Setup

Introduction

[] mtraduction
[E] Designating a Comerstone
Administrator

[E] Viewing Current User
Information; Exclusive Use

=] Changing IDs
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Additional Resources

Preface

The following resources are available for additional help with your Cornerstone software:

Resource

Recommended Use

Location

Cornerstone Administrator’s
Manual

Find reference information and
procedural steps for setup and system
configuration in Cornerstone

Icon installed on your desktop

Start > Programs >
Cornerstone > Manuals
Note: In Windows® 8, you can
find the Cornerstone folder on
the Apps screen.

idexx.com/cornerstoneresources

Cornerstone Help System

Find window-specific information and
procedural steps for setting up your
Cornerstone system and performing
daily tasks

Press F1 on any Cornerstone
window or dialog box

On the Cornerstone menu bar,
select Help > Contents

Cornerstone Tutorial Training
Files & Print-Based Courses

Work with the Cornerstone Tutorial
Training Files data to complete
exercises that mimic everyday tasks in
your practice without jeopardizing the
integrity of your real medical records

Start > Programs >
Cornerstone > Training Files
Start > Programs >
Cornerstone > Training Files —
Print Based Courses

Note: In Windows® 8, you can
find the Cornerstone folder on
the Apps screen.

IDEXX Learning Center Access online courses, webinars, .

snippets, tutorials and podcasts

idexxlearningcenter.com

Training File Details
In the training files (including the Cornerstone Assistant training files), functionality is limited for some
Cornerstone 8.3 features which ordinarily communicate with systems outside of Cornerstone:

e Pet Health Network* Pro—You can see and use Pet Health Network Pro features like the share
button and the IDEXX Message Center alerts for appointment requests; however, these actions
won't be reflected on pethealthnetworkpro.com or petly.com.

e Inventory Ordering using IDEXX SmartOrder* with MWI® Veterinary Supply—Although you can't
use IDEXX SmartOrder, you can view the windows used for working with this feature. Also, Purchase
Order 1000 in the training files shows an example of a purchase order created using IDEXX
SmartOrder.

e IDEXX Faxing Service—Although you can't send faxes from the training files with the IDEXX Faxing
Service, this feature is very close to the new email feature that is usable in the training files. Also,
completed faxes are shown on the Communications Log in the training files.

e Antech Diagnostics® Module—A training version of this module is not available in the training files.

However, training is included when you purchase the Antech module or upgrade from the previous
version of the module.
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¢ Lifelearn® ClientEd™ Online—You can set up and synchronize Cornerstone with LifeLearn ClientEd
Online documents only from your live Cornerstone database.

¢ VetConnect* PLUS—You can view VetConnect PLUS information for the following patients:
o Zeke—~Patient ID 15329 (Feline)
o Blake—Patient ID 3679K-1 (Canine)
o Twister—Patient ID 120Q-1 (Canine)

e Electronic signature capture for the integrated payment solution with XCharge®—In the training
files, you can view XCharge features except the ability to capture electronic signatures.

e Activation—You cannot activate or set up any of the above features from the training files; you can
do that only from your live Cornerstone database. Also, in the configuration windows for a multi-
location single database environment, the training files do not allow you to apply primary settings to
a secondary practice.

Getting Help
If you have a problem or question that you cannot find the answer to in the Cornerstone Help system or
documentation, the following support options are available:

e Visit our online support center at cornerstonehelp.com.
e Email Cornerstone Support at cornerstone@idexx.com.
e (Call Cornerstone Support at 1-800-695-2877.
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Chapter 1: Getting Started with Cornerstone™ Software

Introduction
Your decision to use the IDEXX Cornerstone* Practice Management System shows your commitment to
total practice information management. Cornerstone software can help you manage all of your practice’s
needs for business, medical and educational information.

Why Cornerstone?

Cornerstone software offers you:

Simplicity — Cornerstone is easy to learn and easy to use.
Functionality — You can export information to other Windows-based programs.

Flexibility — You can choose to purchase additional Cornerstone modules based on your practice’s
needs.

Networking capabilities — You can share the program and information with other users on your
network. Additional licenses are required.

Multi-tasking — You can work in more than one software program at the same time.

Help - You can quickly look up information and get answers to questions using the Help system
built into Cornerstone.

Support — You have the long-term support and stability of the industry leader.

Starting the Cornerstone Database
The Cornerstone software runs a number of IDEXX services in the background on your computer.
Beginning with Cornerstone 8.3.6, you will notice some differences in the way the database and services
are handled. For more information about the database and services in previous versions of Cornerstone
8.3, see the |atest release notes.

Cornerstone services are started and stopped in the IDEXX Database and Services window, which
allows you to monitor the coordination of these services with each other and with your Cornerstone
database. This window runs in the background. If you want to open the window to see which
services are running, follow the instructions below.

The Cornerstone database runs as a service. This means that you no longer have to start the
database. It starts automatically when you open Cornerstone.

You will NOT see a database icon in the system tray as you may have in previous versions of
Cornerstone.

To open the IDEXX Database and Services window:

e
1. Double-click the Cornerstone Database Server MU icon on your desktop. The IDEXX
Database and Services window appears.
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-

27 IDEXX Database and Services |_.:.—2§

IDEXX Database and Services

- Start All Stop All

IDEXX Database Server Running
IDEXX File Cleanup Service Running
IDEXX Application Server Running

IDEXX Search Server Running
IDEXX Smart Service Running
IDEXX Data Services Running

To start and stop individual services:
- ’ Open Windows Services ]

Services that are running display Running in green text. Services that are stopped display
Stopped in red text.

2. To start or stop all the services, click Start All or Stop All.

A list of stopping or starting activities will appear in the window. The word Finished appears
when the action is complete.

Note: You can start and stop individual services. Click Open Windows Services, locate the
service, and right-click to start or stop the service. We do not recommend that you do this as
services are started and stopped automatically in the correct order.

3. Close the window.

Starting Cornerstone
Depending on how you have customized your desktop, you can start Cornerstone in one of several
ways.
Before You Begin

e  Security must be set up for each staff member. See the Cornerstone Staff Security instructions you
received separately when you purchased your Cornerstone software.

e A Cornerstone Administrator should set up defaults, controls, and lists, and perform all other
configuration tasks. For more information, see the Cornerstone Administrator’s Manual.

Tip: IDEXX recommends setting your monitor display settings to 1024x768 or 1280x800 for optimal
viewing of Cornerstone.

To start Cornerstone:
1. Do one of the following:

| |
e Double-click the Cornerstone JI™ icon on your desktop.

e (Click the Start button on the taskbar, and then click All Programs > Cornerstone >
I Cornerstone.
Note: In Windows® 8, the Cornerstone folder is on the Apps screen.

The Cornerstone Log In dialog box appears.
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Log In
Type a uzer name and password to log in
User: | v
Password:

Log In dialog box

2. Inthe User box, type your staff ID or select your name from the drop-down list.

3. Inthe Password box, type your password. As you type your password, asterisks appear in place of
the characters.

4. Click OK or press ENTER.

Note: You can log into Cornerstone using only your password, if this feature has been enabled. A staff
member with Administrator rights can activate this Password log on option in Passwords defaults
(select Controls > Defaults > Practice and Workstation, and then select Passwords from the menu
on the left). For more information, see “Chapter 4: Setting Practice and Workstation Defaults” in the
Cornerstone Administrator’s Manual.

Logging Off and Changing Users
You should log off Cornerstone when you are not at the computer. When you log off, this requires the
next Cornerstone user to log on with their own password.

IMPORTANT: Use care when changing users. When the database saves information, it records which
user is logged on.

To log off:
» Do one of the following:
¢ On the File menu, select Log Off. A Log Off verification message appears. Click Yes.

e Press CTRL+L to automatically log off Cornerstone. (The Log In dialog box will automatically
display for the next user to log in.)

To change users:
1.  Make sure the previous user is logged off before you log in.
2. Do one of the following:

¢ On the File menu, select Password Entry.

e Press CTRL+L.

The Cornerstone Log In dialog box appears.

3. Log in to Cornerstone as usual.
Exiting Cornerstone
Exit Cornerstone (and all Cornerstone modules) using the steps below.

To exit Cornerstone:
1. First, log off Cornerstone (File > Log Off).

2. To exit Cornerstone, do one of the following:
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e Click the Exit EXIT| toolbar button.
¢ On the File menu, select Exit.
e Click the Close button in the upper-right corner of the Cornerstone application window.

3. When you see the confirmation message, click OK.

Shutting Down the Workstations
Before you shut down your workstations, log off and exit Cornerstone.

Shutting Down the Server
Before You Begin
e Log off and exit Cornerstone.
o Close any other applications that are open.
e Ensure that Cornerstone is closed on all workstations.
o Verify that your daily backup procedures are being followed.
To shut down the computer:
Shut down the computer using the Windows® system. Do not use the power button to shut down.

Note: If this is a Server operating system, you will need to select an option from the Option drop-down
list and then click OK. If you select Other (Planned), you will need to type a comment in the Comment
area before clicking OK.

The Cornerstone Application Window
The Cornerstone application window has many elements typical in Windows-based programs.

Title bar

B® Corflerstone
Menu bar =——erfile Edit Activities Lists Controls Inventory Tools Reports Web Links Window Help
Toolbar Bme D d@selIT7 FAH-BURATBRERD? -

Status bar

TReady IDEXX Vet Hospitsl One  User: Bridget Wall

Tip: You can specify that a particular “Login page” (dialog box or window) opens automatically when
you start Cornerstone. For more information, see “Default Login Page” on page 20.
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Title Bar
The Cornerstone title bar displays the Cornerstone icon and the Cornerstone program name.

Menu Bar

The menu bar across the top of the Cornerstone application window displays menus containing the
commands available for use in Cornerstone.

To access the menus using the mouse:

» Click the menu name on the menu bar and then click the command you want to use.

To access the menus using the keyboard:

1. Press the ALT key to display the underlined keytip letters in the menu names.

2. Press the letter underlined in the menu you want to use.

3. Continue pressing letters until you press the letter of the command that you want to use.

For example, to access File menu > Printer Assignment > End of Day, you would press the key
sequence ALT, F, A, D.

Note: You can also use the arrow keys to move up or down within the menu and then press ENTER to
select the highlighted command.

Toolbar

The Cornerstone toolbar provides shortcut buttons that allow you to quickly access commonly used
windows and menu options.

In the initial Cornerstone setup, by default all toolbar buttons are visible on the main Cornerstone toolbar,
but you have the option of removing buttons from the display in order to simplify the toolbar for your
staff. You can designate which Cornerstone buttons are visible on the main Cornerstone toolbar across
the practice (Controls > Defaults > Practice and Workstation, and then select Toolbar from the
menu on the left) or for a specific staff member (Controls > Defaults > Staff, and then select the
Toolbar tab). Some buttons display only if you have purchased the applicable Cornerstone module.

Tip: In Cornerstone, hover the mouse pointer on a button to display a tooltip description of the button.

E Patient Clipboard | Check-in/Out T Prescription Labels

[+ Daily Planner b Vital Signs/Weight @ Patient Visit List (PVL)
&, Whiteboard # Physical Exam/Patient Advisor | [#1 | Invoice

£ | Client B | Medical Notes Want List

8 Client Account El Image Explorer CareCredit

& Correspondence El Image Requests and Results | Delete

€% | Patient @ Imaging Dashboard % | Help

5 Patient Reminders | [ Schedule for Today @ | Support Center

w5 Patient File im| Lab Requests and Results T= | IDEXX Message Center
@l | Estimate & Reservation List Ear | Exit
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Status Bar

The status bar is located at the bottom of the Cornerstone application window. The left side of the status
bar displays prompts (based on the location of the cursor) for the type of information to be entered in a
field or text box. The right side of the status bar displays the practice name, practice ID and user name
of the currently logged in user. For those practices with the Multi-Location/Single Database option
enabled, the practice name and ID are displayed for the practice you are currently logged into.

Multiple Methods for Accessing Cornerstone Activities
For many daily usage activities in Cornerstone, there are multiple methods you can use to access the
applicable dialog box or window and perform the needed task. For example, to add a medical note for a
patient, you could access the Start New Document window using any of the following methods:

Method 1 With the patient’s record open on the Patient Clipboard*, in the Patient list area, right-click the
patient's name and select Medical Note.

Method 2 With the patient’s record open on the Patient Clipboard, right-click anywhere within the Patient
History area tabs and select Medical Note.

Method 3 Click the Medical Notes [ | toolbar button.

Method 4 On the Activities menu, select Medical Notes.

For many activities, the fastest method is to start from the Patient Clipboard (which is why this method is
used for most daily usage tasks covered in this manual). With the patient’s record open on the Patient
Clipboard, you can right-click the patient's name in the Patient list area and select from a comprehensive
menu of activities. With this method, the client and patient information is entered for you when the
desired dialog box or window opens, saving you steps and time.

E Adams, Kimberly - Patient Clipboard

Client1D: 1 Kimbetly Adams Fet Owner Species
Salance Due  $0.00 Accept All Fayments Total Patients: g aesal Lanies innmne Laalden RUBE Right-click the
Search| (715)681-2605 (Home) i i =
Active Patients: 8 Update patlent’s name
o8 E ey A @lﬂ Appointment Scheduler... to access a
Kimbetly Adams Status: Active CheciIn.. menu of
7965 West 172 Terrace Class: PetOwner O activities
Diagnosis...
Eau Claire. ' Referred: 0 clients Y . .
54703 Drug Interaction Matrix...
Feferrad by 5325 Katie Jacks Electronic Whiteboard v Family Pet
y D Estimate...
T S B S T IDEXX LabREXX Test Request Form... Fhane: (71
R mmunication log
L Imaging b
Summary |Te)d | Problems | Dix | P | Wedical Naotes | Lah |\/\tal Signs IR Full Size View
Lab Request... ——
Date Staff History Medical Note... i
El )12 ery 2 Medical Note Quick Text.. ﬁlil
9/14/2mz @ 408 Image: id New Case...
9/13/2mz E 408 65.00 pounds Patient Advisor Exam...
spzdpentz L@ P 1.00 Total Health Profile (IL1) for §156 05 Patient Reports..
Bredseme ﬂ Cwa Otitis Externa Ruled Out Patient Visit List...
bj2zizmz ﬂ LA Otitis Externa. Tentative Date Diagnosis ruled out: May 24/, Prescribe..
5/14/2m2 E CWs 54.00 pounds Problems...
Reminders...
Fows 1107 of 713 Reservation... v
Find Find Mext [ Go to Date ] l Frint History I l Preview l alEO eIl | Hide voided items
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Default Login Page
The login page is a dialog box or window that displays automatically when a staff member logs into
Cornerstone. The default login page is selected in Staff defaults (select Controls > Defaults > Staff,
and then select the Miscellaneous tab). See “Chapter 5: Setting Staff Defaults” in the Cornerstone
Administrator’s Manual for more information.

Tip: Because the Patient Clipboard gives you easy access to common tasks using right-click menus,
while keeping the client and patient general information available, many staff members may choose to
set the Patient Clipboard as their default login page. See “Chapter 2: Using the Patient Clipboard” on
page 26 for more information on the Patient Clipboard.

Frequently Used Keyboard Shortcuts in Cornerstone

To do this Press
Launch the Cornerstone Help system. F1
Use the Find tool to look up and select from a list. F2
Display the Census List (patients currently checked into the practice). F3
Move back through names on the Client List or Patient List. F7
Move forward through names on the Client List or Patient List. F8
Create a new item (for example, an estimate or invoice). CTRL+N
Delete a highlighted field/line or blank record. CTRL+D
Update a highlighted field. CTRL+U
Log off Cornerstone. CTRL+L
Start a new line when typing in a template data entry field. CTRL+ENTER
Move to the next field. TAB
Move to the previous field. SHIFT+TAB

The Find Tool: F2

The Find tool is a Cornerstone feature that is used frequently. Because it would be impossible to
memorize IDs, Cornerstone includes this powerful and efficient tool to find:

e (lient, patient, staff member and invoice item IDs

e Dates (a pop-up calendar is available from date fields in Cornerstone)
e Departing instruction IDs

e Diagnostic codes

e Documents

e Estimate and invoice numbers

¢ Invoice item classifications and subclasses

e Prescription instruction IDs

e Revenue centers

e Referral doctors and hospitals

e Species and breeds
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To open a search list:
With the cursor in the applicable field, do one of the following:

e Press F2.
e Double-click in the field.

The applicable search list appears.

I Client List
Client information Sort by
Hew
o
Last name: h
[include inactives ) Cliert |0
First narne: :

Middle intal: Phone: [[ ] - © Bhone

Name [ Client 1D | Fhone [ s
Hacker, Krig 72 [F15)584-1161 e 1
Halleland, Melissa & 545 [715)2831970 N
Hammand, Wwiliam Jermy 9470 (7152815624 \
Hanzen, Jean & Brian 9579 [715]280-6582 \
Hansen, Kelly &Susie 0465 (715)288-7093 e Y
Hansen, Lari & Bill 9367 (F15)281-5481 e Y
Hangen. Marlene 21482 (715)286-857E \
Hanzon, Paula & Dave 933 [F15)281-2633 \
Haitman, Dave & Maomi 7822 [715)282-2086 \ |

The Client List is one of several lists found in Cornerstone.

To find an ID:

When you first open the search list, the cursor is either in a name, description or number field, based on
the selected Search by or Sort by option. You can change the search method by clicking the appropriate
option.

Tips for using the Find tool:

e Begin typing in one of the information/search criteria fields (Name, 1D, Phone, Microchip ID, etc.).
Note that as you type, Cornerstone automatically scrolls to and highlights the list item that most
closely matches the text you typed.

e If you use the Find tool to search for a client or patient, the client or patient that you used most
recently appears highlighted. You can simply begin typing a new name, description or number.

e When searching the Invoice Item List by Description, you can select the Search for word check
box to narrow the list to any item containing the text typed in the Description field.

I® Invoice Item List
Invoice item classification Include m
f ew
Classification: IG'OUD |ten.13
V| Inwentary kems -
. Update
Search by Invoice item information Service items -
Pick itemz -
. Drelet
(%) Description Description: [shampoa T e
O Item 1D Itern [Dv: 11037 Search for word [] Inactive items
Drezcription Clagsification | PFrice I8 | Tppe ‘ ol |~
Bright & 'white Shampoo 1 gal Supplies $18.9011037 | +
CHLORHEXIDERM SHAMPOO 2% 12 0z Flea & Tick Products $13.54 16543 | =3k
Chlorhexiderm Shampoo 4% 120z Flea & Tick Praducts $21.48 16458 | o &
Clean & Fresh Shampoo - Gallon Supplies $18.9011032 | &
Coat Magic Shampoo - Gallon Supplies $19.9011034 | %
DB asic Shampoo 5 Gallon Supplies $91.1417209 | +
D-Basic Shampaoa Gallon Supplies $26.14 12450 | +
Ecto-Soothe 3¢ Shampoo 160z Flea % Tick Products $24 6211644 | .g &
Epi-Soothe O atmeal Shampoo 8oz Flea & Tick Products $3.80 11058 | % |
Epi-Soothe Oatmeal Shampoo Gal Supplies $59.4912833 | ol | %]

In this example, to find all items relating to "shampoo," select the Search for word check box.
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To select an ID:
» Do one of the following:

e Double-click the ID.
e Highlight the row using the arrow keys and press ENTER.
e Highlight the row and click Select.

The original dialog box appears displaying the ID number and all corresponding information.

To use the F2 pop-up calendar:
1. Press F2in the Date field of any dialog box, and a pop-up calendar appears.

I Calendar

0342042009
4| March2008 g
Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 7
g 9 10 11 12 13 14
15 16 17 18 19 20|21

22023 24 25 26 27 28
29 30 3

F2 pop-up calendar

2. Select the desired month and year. Click the right arrow button to advance one month. Click the left
arrow button to move back one month.

3. Select the desired date and click OK (or double-click the date) to enter the date in the Date field.

The Recent Clients/Patients Feature: F7 and F8

When you press F2 in a client or patient field, the last client (or patient) you entered in a Cornerstone
dialog box appears. To use this client (or patient) again, press ENTER or click OK.

You can also set up Cornerstone to remember the clients and patients you've used most recently. The
F7 and F8 keys in the Client List and Patient List are programmed to move you backward and forward
through the list of recently used clients (or patients). Using these options, you can quickly enter clients
and patients in dialog boxes without searching through the complete Client List or Patient List.

This search is specific to the workstation. For example, if you access Jane Smith on Workstation 1, Jane
Smith will not be in the list of recent clients on Workstation 2.

Note: To view the complete Client List or Patient List, begin typing the new name or ID in the applicable
field. You can also clear the most recently used client (or patient) information by pressing the DELETE or
BACKSPACE key, or by clicking the Clear button.

Before You Begin

¢ In Client defaults, enter the number of Recently accessed clients you want Cornerstone to
remember. To access Client defaults, select Controls > Defaults > Practice and Workstation,
and then select Client from the menu on the left.

e In Patient defaults, enter the number of Recently accessed patients you want Cornerstone to
remember. To access Patient defaults, select Controls > Defaults > Practice and Workstation,
and then select Patient from the menu on the left.

Note: Cornerstone can remember up to 99 recently used clients or patients.
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To use the Recent Clients/Patients feature:

Although the procedure below assumes you are looking for a client, you can use the same instructions
to find a patient.

1. With the cursor in an ID or Client Name field, press F2 or double-click in the field. The Client List
appears. The client you most recently entered in a dialog box is selected (highlighted).

2. Do one of the following:
e Press F7 to see clients most recently used who appear before the highlighted client in the list.

e Press F8 to see clients most recently used who appear after the highlighted client in the list.

Assigning Printers in Cornerstone

Within the IDEXX Cornerstone* Practice Management System, you can designate specific types of
documents, such as reports or prescription labels, to print on specific printers. Assigning printers
prevents you from having to change paper stock or printer settings every time you print.

Documents that have not been assigned to a specific printer will print to the default printer selected in
your Windows® operating system.

Note: Network users must assign the default printer and specific document printers separately at each
workstation.

To select a default printer in Windows:
Note: The procedure below may vary slightly depending on your version of Windows operating system.
1. Do one of the following:

¢ Click the Start button on the taskbar and select Devices and Printers or Printers and Faxes.

e (Click the Start button on the taskbar, select Control Panel, and then double-click Devices and
Printers or Printers and Faxes.

¢ Inthe Windows Search box, type Devices and Printers.
¢ Inthe Settings charm, select Control Panel, and then select Devices and Printers.
The printers listed are the printers available to you through your Windows settings.

2. Right-click the printer to designate as the default printer and select Set As Default Printer.

All print jobs that are not assigned to print to a specific printer in Cornerstone will print to this default
printer.

To assign a printer to print specific types of documents:

Note: For invoices, we recommend that you print to your default printer rather than assigning a specific
printer.

1. On the File menu, select Printer Assignment and then select one of the following categories:
¢ End of Day contains all of the EOD reports.
¢ End of Month contains all of the EOM reports.
e End of Year contains all of the EQY reports.

¢ General Reports contains all other reports (such as Client and Patient reports) plus additional
documents, including estimates, invoices, lab requests, Classic medical notes, prescription
labels, standard rabies certificates, reminders and more.
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e Correspondence contains all types of documents created using the Cornerstone Editor
(correspondence documents, medical notes, forms, custom certificates, custom labels,
PetDetect* collars, etc.)

The Printer Assignment dialog box appears.

I® Printer Assignment - End of Day
Printer assignment
-

Piinter: | Dell Lassr Printer A

[Draily Payment Register - By Cashier By Client ID sl

D aily Payment Register - By Cashier By Payment Type Select Al

[Draily Payment Register - By Client Lazt Mame

Diaily Payment Register - By Papment Type Deselect Al

[Draily Payment Register - By Practice
Daily Payment Register - Credit/Debit Papment Transactions

Daily Revenue Report
Draily Staff Commission Detail Repart - Gross
D aily Staff Commission Detail Report - Met

[Draily Staff Commission Summary Report - Gross
Draily Staff Commizsion Summany Report - Met v

Printer Assignment dialog box
2. Inthe Printer drop-down list, select the desired printer. (The current list of items to be printed on that
printer is already highlighted/shaded.)

Note: Pay special attention to which printers you assign to print mailing labels, prescription labels
and statements. Remember, files created in Microsoft® Word will use the default printer set up in
your Windows® operating system.

3. Select or deselect additional documents to be printed to the selected printer.

e To select more than one nonconsecutive document, hold down the CTRL key while you are
selecting documents.

e To select a consecutive group of documents, click the first document, hold down the SHIFT key,
and then click the last document in the group. The first and last documents and all documents
between them are selected.

o To select all documents in a particular category, click the Select All button.
o Todeselect all items in a particular category, click the Deselect All button.

4. Click OK to save your changes.
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Changing Print Options
The Cornerstone Print Options dialog box allows you to change print options before printing a report
from Cornerstone.

I® Cornerstone Print Options

Frinter: Dell Laser Printer ok

Copies: fi el
Page range
[OF1] Frinter...
() Cunert page

(O Pages:

Al

Enter page numbers and/or page ranges separated by
commas. For example, 2,5,8-10

[CIPrint ta file Collate copies

Frint: | All Pages in Fange ™

Cornerstone Print Options dialog box

To change print options:
1. Inthe Copies text box, type the number of copies to print.

2. Inthe Page range area, specify if you want to print all pages, only the current page, specific pages
only and/or a range of pages.

3. Select your Print option: All Pages in the Range, Odd, or Even pages. (To print a report double-
sided, print odd pages and then even pages.)
4. Click OK to print.

Note: We recommend that you do not change the default Print to file or Collate copies settings. Use

Save As (from the report Filters dialog box) or Save (from the Reports Preview window) to save reports
to a text file.
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Overview

The Cornerstone* Patient Clipboard* provides a central location from which to view or access
information. Using the Patient Clipboard gives you easy access to common tasks (using right-click
menus), while keeping the client and patient general information available. For this reason, many staff
members may choose to set the Patient Clipboard as their default login page that displays automatically

when Cornerstone is started (see “Default Login Page” on page 20).

Note: If preferred, you can use the toolbar buttons or menu options to perform the same tasks that are

available using the Patient Clipboard right-click menus.

To open the Patient Clipboard:

» Click the Patient Clipboard E toolbar button (or select Activities > Patient Clipboard).

Areas on the Patient Clipboard
The Patient Clipboard is divided into five areas, as shown below.

E Adams, Kimberly - Patient Clipboard

Client ——
area

ClientD: 1

Patiernt
1Search

Kimberly Adams
Salence Due §0.00
(715) 681-2605

(Home)

Pet Owner
Accept All Payments Total Patients
Acive Patients
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information
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Note: The Patient History area can be displayed in normal view (shown above), full size view, and with a
preview pane view for previewing medical notes and correspondence documents from the Patient
Clipboard. See “Viewing Options for the Patient History Area” on page 34 for more information.
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Tips for using the Patient Clipboara’:
e Inany of the Patient Clipboard areas, right-click to access a menu of options.
e Multiple instances of Patient Clipboard windows can be used simultaneously.

e To bring a Patient Clipboard window to the front of other Cornerstone windows, click the Window
menu to view a list of all currently open windows. Select the one you want to view.

Client/Client Information Areas

With a client selected (using the Client ID field), client information can be viewed or accessed from two
areas of the Patient Clipboard:

e C(Client area

e (Client information area

W® Adams, Kimberly - Patient Clipboard
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The Client Area

The Client area displays a variety of information related to the client. This area shows the client’'s name
and ID number, classification, balance due, designated credit code, primary telephone number, and the
number of both total and active patients owned by the client.

Tip: When the credit code is red, it means there is an alert associated with the credit code.
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Many client-related tasks and windows can be easily accessed using the Client area right-click menu.

T
Update

Client Account, .,
Correspondence. ..
Clienk Reports. ..
Estimate. ..
Invaice...

Refresh
Clear
To open the Client List from the Patient Clipboard:
» Inthe Client ID field, press F2 or double-click in the field.

See “Using the Client List” on page 39 for information on selecting a client using the Client List.

To refresh the Patient Clipboard with the most recent data:
» With a client displayed in the Patient Clipboard, right-click in the Client area and select Refresh.

To clear the Patient Clipboard to help protect privacy:
» With a client displayed in the Patient Clipboard, right-click in the Client area and select Clear.

The Client Information Area

The Client information area lets you view and access different types of client-related information using
the Client information tabs.

Tip: Tab display and order can be customized per staff member (select Controls > Defaults > Staff,
and then select the Patient Clipboard tab).

Client Information Tabs on the Patient Clipboard

Tab Description

The Client Information tab shows the client name and address, client status and classification,
email address, and referral information. In addition, if using a Multi-Location/Single Database

ﬁ configuration, the client’s “home practice” is displayed. Right-click in the tab’s work area and
select Update to change the client information.

The Account Information tab shows the client’s account details, including the credit code, last
payment and account balance. Select the Hide voided items check box to view only valid
transactions. Right-click in the tab’s scrolling area to start an invoice or payment, make an

s adjustment, add an account comment, transfer a portion of the bill, write off (or reinstate) the
account, or add a returned check to the account. To view details of a transaction, right-click on the
line and select View.

The Reminders tab shows the status of all reminders for the client’s animals. The patient name,
description of the reminders’ status (overdue, current or no reminders) and the date the next

& reminder is due display on this tab. Right-click in the tab’s work area and select Update to change
the reminder information.

The Scheduled Appointments tab shows all appointments for the client, including the date, time,
patient and room. Right-click in the tab’s work area and select New to add a new appointment or
Update to update an existing appointment.

The Reservations tab shows all boarding reservations for the client, including the arrival and
. departure dates, patient name and reservation, and cage types. Right-click in the tab’s work area
and select New to add a new reservation or Update to update an existing reservation.

Cornerstone User’s Manual 28



Chapter 2: Using the Patient Clipboard*

Tab Description
The Estimates tab shows all estimates for the client, including the estimate ID, patient, date the

estimate was created, date the estimate expires, and the amount. The signature ﬂ icon displays

[ next to the estimate ID for all estimates that have been electronically signed. Right-click in the
tab’s work area and select New to create a new estimate or Update to update an existing
estimate.

The Phones tab shows the client’s phone information, including the phone numbers and location
descriptions. If notes exist for the phone number, the notes icon displays with black text lines on it

b & | When the phone number line is highlighted, the notes display in the Notes area at the
bottom of the tab. Right-click in the tab’s work area and click Update to add or change phone
information.

The Client Alerts tab shows all alert information for the client, including missing information alerts
and any prompts or notes that are set up as alerts. If the alert notifies you of missing information

A (for example, a patient with no reminders), right-click on the alert and select Process to add the
missing information to your records. (Note: The Client Alerts tab changes from yellow to red if
there are alerts in a client’s record.)

The Prompts and Notes tab shows answers to client prompts and note information for this client.
= Click the Prompts option to see the client prompts and answers. Click the Notes option to see
E- any notes about this client. Right-click in the tab’s work area and click Update to add or change

prompt answers or notes.

The Secondary Names tab shows additional names on the client’s record. Right-click in the tab's
scrolling area to add or update additional names on this record. Secondary names are useful if

@ the pet belongs to two or more people with different last names, or if the practice wishes to search
for the client record under more than one name.
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Patient List/Patient Information Areas

Patient information can be viewed or accessed from two areas of the Patient Clipboard:
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e Patient information area
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. Patient
list area

- Patient

information
area

Tip: Click the Patient Search button to quickly display the Patient List to perform a patient search at any

time.

The Patient List Area

The Patient list area displays a list of the patients owned by the client. Patients are listed whether they are
active, inactive or deceased (inactive or deceased patients are grayed out). If more than two patients
exist, click the green arrow [&] button and hover the cursor over the Patient list area to expand the list
and display all patients at a glance.
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Many patient-related tasks and windows can be easily accessed using the Patient list area right-click

menu.

New
Update

Appointment Scheduler...
Check-In...
Correspondence...
Diagnosis...

Drug Interaction Matrix...
Electronic Whiteboard
Estimate...

IDEXX LabREXX Test Request Form...
Imaging

Invoice...

Lab Request...

Medical Note...

Medical Note Quick Text...
New Case...

Patient Advisor Exam...
Patient Reports...

Patient Visit List...
Prescribe...

Problems...

Reminders...
Reservation...

Vital Signs/Weight...

The Patient Information Area

The Patient information area lets you view and access different types of patient-related information using
the Patient information tabs.

Tip: Tab display and order can be customized per staff member (select Controls > Defaults > Staff,
and then select the Patient Clipboard tab).

Patient Information Tabs on the Patient Clipboard

Tab

Description

The Patient Information tab shows the patient ID, name, status, class, sex, birth date, age, breed,
color, weight, body score (if activated), markings, ward and cage. Right-click in the tab’s work
area and select Update to change the patient information. If the patient has a picture, the picture
will also display. Right-click the picture box and select options for adding, updating or deleting the
picture. To access weight and vital signs information for the patient, click the Vital Signs/Weight
button. Note that the button displays in red/yellow as an alert if at least one vital sign
(other than weight and body score) has not been entered for the patient within the past 10 days.

The Reminders tab shows the status of all reminders for the selected patient. The item ID,
reminder description, reminder type, reminder due date, staff ID and reminder notes display on
this tab. Reminders with a future date display in black. Overdue reminders display in red.
Reminders that are due within the next 30 days display in yellow. If notes exist for the reminder,
the notes icon displays with black text lines onit | & | Right-click in the tab’s work area and

select Update to change the reminder information.
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Description

The Tags/Microchip ID tab shows the microchip ID and registration information for the selected
patient. It also lists rabies/vaccine tags that have been issued, including information on the tag
number, date, expiration date, staff, and vaccine invoice item. If an existing tag is entered in the
patient’s record, any comments are also displayed. Right-click within the tag listing area to access
options for viewing/updating, voiding, reissuing, or adding an existing tag.

The Appointments tab shows appointment information for the selected patient, including the
date, time, reason for the appointment, and room. The tab also displays an “I” or “O” to the right
of the appointment time to indicate that the patient is checked in (I) or checked out (O).Right-click
in the tab’s work area and select New to add a new appointment or Update to update an existing
appointment.

The Reservations tab shows all boarding reservation information for the selected patient,
including the arrival and departure date, reservation type, and cage type. Right-click in the tab’s
work area and select New to add a new reservation or Update to update an existing reservation.

The Check-in tab indicates if the patient is currently checked into the hospital. If the patient is
checked in, the check-in date and time, staff ID, reason for visit and room display. Any check-in
notes and/or alert notes also display. Right-click in the tab’s work area and select Update to
update the check-in information.

The Patient Visit List tab shows the patient’s items from the Patient Visit List, including item ID
and description, quantity, amount and staff. A total of the items’ worth also displays. Click the
Include recommended, Include accepted and Include performed check boxes to see at a
glance the updated value of the items and services in the Patient Visit List. Right-click in the tab’s
work area and select Update to update the Patient Visit List or select Print to display a preview of
the Patient Visit List Report for this patient.

The Estimates tab shows all estimates for the patient, including the estimate ID, patient, date the

estimate was created, date the estimate expires, and the amount. The signature ﬂ icon displays
next to the estimate ID for all estimates that have been electronically signed. Right-click in the
tab’s work area and select New to create a new estimate, or right-click an existing estimate and
select Update to view/update the estimate.

The Patient Alerts tab shows all alert information for the patient, including missing-information
alerts. If the alert notifies you of missing information (for example, a patient with no reminders),
right-click on the alert and select Process to add the missing information to your records. (Note:
The Patient Alerts tab changes from yellow to red if there are alerts in a patient’s record.)

The Prompts and Notes tab shows answers to patient prompts and note information for this
patient. Click the Prompts option to see the patient prompts and answers. Click the Notes option
to see any notes about this patient. Right-click in the tab’s work area and select Update to add or
change prompt answers or notes.

The Owners tab shows the owner(s) information, including client ID, client name, and percentage
of ownership. Right-click in the tab’s work area and select Update to change the owner
information.

The RDVMs tab shows the date the patient was referred to your practice, the referring doctor, and
the referring hospital. The hospital and doctor phone numbers are also listed in the scroll area at
the bottom of the tab. Right-click in the tab’s work area and select the applicable option to update
the patient, doctor or hospital referral information.
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The Patient History Area
The Patient History area displays the medical history for the patient selected in the Patient list. From this
area, you can view information such as a summary of the patient’s overall history, medical notes for the
patient, a list of prescriptions, problems, laboratory results, diagnoses and vital signs/weight information.
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Note: The Patient History area on the Patient Clipboard can be displayed in normal view (as shown
above), in full size view, and with an optional Preview pane. See “Viewing Options for the Patient History
Area” on page 34 for more information.

Patient History Tabs

Summary - Displays patient history information in summary view.

Text — Displays all lines of text in the patient history.

Problems — Displays medical problems noted in the patient’s history.

Dx - Displays all diagnoses for this patient. You can also add or update diagnoses.

Rx — Displays all prescriptions for this patient. You can also renew, refill, correct and void
prescriptions from this tab.

Medical Notes - Displays all medical notes for this patient. You can also update Draft or Tentative
medical notes.

Lab - Displays all laboratory work for this patient.

Vital Signs — Displays all of the patient’s vital signs/weight history. View a graph of a vital sign by
clicking the Graph | #* button displayed in the column header (available only for Numeric and
Numeric List vital signs). You can also view any comments by hovering the cursor over any
comment boxes that may display next to a vital sign.
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Distinguishing Information Types in the Patient History Area

The following Entry Type icons are used in the lines that appear in the Patient History area to help you
quickly distinguish the information type at a glance.

Check in information Medical notes

Finalized estimate signed by the client Diagnoses

ltems invoiced Problems

Accepted item from the Patient Visit List Physical exam/Patient Advisor* exam

Item declined to history Prescription history

Recommended item from Patient Visit List Laboratory results
Performed item from Patient Visit List Patient images
Performed item Departing instructions

Saved correspondence document Call backs

AEEEENEERE
EEREEE R 2=

Title only of a correspondence document &) Vital signs/weight history information

Viewing Options for the Patient History Area
Do any of the following to customize your view of patient history information on the Patient Clipboard:

¢ Click the Full Size View/Normal View button to toggle back and forth between a full size view and
regular size view of the Patient History area.

¢ Click the Preview button to change the Patient History area display to a split pane that includes the
history tabs on the left and a history Preview pane on the right. The Preview pane provides a fully
graphical display of any medical note, correspondence document or IDEXX Lab Report that is
selected in the Summary, Text or Medical Notes or Lab tab.

e When using the Preview pane, you can drag the vertical splitter bar to adjust the relative size of the
history tabs panel to the size of the Preview pane.

¢ To hide Whiteboard medical notes on the Summary, Text and Medical Notes tabs, select the Hide
Whiteboard Notes check box (located in the bottom right corner of the Patient Clipboard).

e To hide voided items (voided medical notes, voided vital signs sets, etc.), select the Hide voided
items check box (located in the bottom right corner of the Patient Clipboard).
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Finding Information in the Patient History Area

To search for a word in one of the tabs, click Find, enter all or part of the word and click Find. Click
Find Next to search for other occurrences of the word. (Note: The Find button is not available on
the Summary tab or the Vital Signs tab.)

To view patient history information for a specific date, click Go To Date. The pop-up calendar will
display. Select the date and click OK.

To sort entries in a patient’s history display, click on the Date, Type or Staff column heading. For
example, to sort by date, click on the Date heading.

To refresh a patient’s history with the newest information, in any of the Patient History area tabs,
right-click on a column heading (Date, Staff, etc.) and select Refresh. The patient’s history is
updated with any new items that may have been entered from other workstations.

To view a quick tooltip-style text pop-up for a line in patient history, using the mouse, hover the
cursor over the history line.

To specify a start date for displaying information in patient history, in any of the Patient History area
tabs, right-click on a column heading (Date, Staff, etc.) and select Set Start Date. The pop-up
calendar will display. Select the earliest date of the patient’s history to display.

To navigate through a patient’s history using the keyboard, use the PAGE UP, PAGE DOWN, HOME,
END and arrow keys.

Use the F7 and F8 keys as shortcuts to move to the next and previous lines of the same type.
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Tip: To print the Patient History Report, click the Print History button located below the Patient History
area.

Filtering Information Displayed in the Patient History Area

Depending on how extensively your practice uses Cornerstone features such as departing instructions
and check-in notes, the history for some patients may contain more information than you can easily view
or scroll through quickly. If this is the case, you can filter information to display only certain types of
history lines in the Patient History area tabs.

To filter the information displayed in the Patient History area:

On the Patient History area Summary or Text tab, right-click on a column heading (Date, Staff,
History) and select Filter. The Filter dialog box appears.

I® Filter

Billing

Call Backs

Check-n
Cormespondence
Declined History
Departing |nstructions
Diagnosiz

Estimates

Image Cases

Lab Results

Medical Motes
Patient Advisor Exams
Patient Images
Prezcriptions
Froblemns
PL-Accepted
FL-Performed
FL-Recommended
Vital Signs /A Weight

Ok

Cancel

Select &l

ek

Deselect &l

[15et as default

Filter dialog box

In the Filter box, select the type of information to display. Highlighted information types appear in

patient history.

Select the Set as default check box to save these selections (on this workstation only) for viewing

the patient history.

Click OK to apply your filter selections to the Patient History area tabs.
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The Patient File
The Patient File window provides a cut-down version of the Patient Clipboard Patient History area
information.

To open the Patient File:

1.

Do one of the following:

e (lick the Patient File = toolbar button.
e On the Activities menu, select Patient File.

¢ On the Patient Information window, click the Patient File button.

In the ID field, enter the patient ID by typing the ID or pressing F2 to search for and select the patient
from the Patient List. The patient’s information, picture (if available) and owner information appear. If
the patient has more than one owner, the owner with the highest percentage of ownership appears.

Note: If the patient has more than one owner, you can view the A/R information for either client by
selecting the owner from the drop-down list.

"__{Patient File - Stephanie Manor with Copper E]@
Patient information Owner information
- \ ID: 2343 Copper Dwner: |Stephanie Manor v $0.00
':,_ ; 9%z, 3 Mos. E3.4 pound: 3 Credit code: Accept All Payments
3 Hound Spayed Female Payment: 10/27/2008 $250.43 Digcover Card
Date | Staff | Hiztory el
10/30/2008 & LP Dental Grade 2 Final |
10/27/2008  FR £2.30 Pounds
10/27/2008 B P A Exam Template - Closed Oct 30/2008
1o/27/2008 ) LP Caning annual Requested Dr. P dsh - Practice: 1
107272008 |—$ﬁ LF Canine Annual [Ca) by B
107272008 |—$ﬁ LF 1.00 Wellness exam annual fWEA) for $39.00 by B
107272008 |—$ﬁ LF 1.00 &nnual fecal float exam [FEA) for $23.50 by R
127200 [f 1.00 DHL4PP Annual Y accination [DHPPA] for $17.50 by A
107272008 |—$ﬁ LF 1.00 Canine R abies vaccination [CR) for $16.00 by R
107272008 |—$ﬁ LF 1.00 Bordetella &dult - every & months [BORDE] for $15.50 by A
107272008 |—$ﬁ LF 1.00 Corona &nnual Yaccination [COR0A) for $15.50 by R
107272008 |—$ﬁ LF 1.00 Biohazard waste fee [BHW] for $2.50 by R
e ER £2.20 Pounds
rieaenneg [f| wo 1.00 Mail trim [MT) for $15.00 by LP
63072008 B wD u-Call Back Maotes
B/30/2008 %g LP Call Back - Call Back Critical [CED)
Riows 4 to 19 of 244 v
[JHide Whiteboard Notes — [7] Hids voided tems

Patient File window

Finding and Viewing Information in the Patient File

View the entire medical record by clicking Text View. To return to the short view, click Summary.

When you are viewing the entire record, you can search the history by clicking Find. Click Find Next
to search for other occurrences of the word.

To view patient history information for a specific date, click Go To Date. The pop-up calendar will
display. Select the date and click OK.

To sort entries in a patient’s history display, click on the Date, Type or Staff column heading. For
example, to sort by date, click on the Date heading.
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e Torefresh a patient’s history with the newest information, in any of the Patient History area tabs,
right-click on a column heading (Date, Staff, etc.) and select Refresh. The patient’s history is
updated with any new items that may have been entered from other workstations.

e To view a quick tooltip-style text pop-up for a line in patient history, using the mouse, hover the
cursor over the history line.

o To specify a start date for displaying information in patient history, in any of the Patient History area
tabs, right-click on a column heading (Date, Staff, etc.) and select Set Start Date. The pop-up
calendar will display. Select the earliest date of the patient’s history to display.

e To hide Whiteboard medical notes, select the Hide Whiteboard Notes check box.

e To hide voided items (voided medical notes, voided vital signs sets, etc.), select the Hide voided
items check box.

¢ To navigate through a patient’s history using the keyboard, use the PAGE UP, PAGE DOWN, HOME,
END and arrow keys.

e Use the F7 and F8 keys to move to the next and previous lines of the same type.

e To print the Patient History Report from the Patient File, click the Print History button.
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Overview
You can easily add or update a client’s information in the Client Information window. This information
includes:
e The client’s contact information (address and phone numbers)
e Answers to client prompts
e Notes about the client
¢ Financial information
e Referral information

Tip: You can also set up patients from the Client Information window. (Adding a patient from Client
Information automatically sets up the client as the patient’s owner.)

Using the Client List

The Client List is used to locate a client in Cornerstone. You can also view, update or delete a client’s
information from the Client List.

To open the Client List:

> Click the Client & | toolbar button (or select Lists > Client).

The Client List window appears.

I Client List ==
Mew
@ Name
Lastname: smith [ Include inactives ~
() ClientID
First name: | search  Group
Manager clients &
Micldle initial Fhone: [() - ~) Bhene
Select
“mail Address: ':_‘ Email Address
Mame Client 1D Email Address

Smith, Jason (715) i

Smith. Jennifer 4001 (F15)239-9714

Smith, Jennifer TBRE (#18)795-2336
Srnith, Jill 993 (F15)762-1244
Smith 1994, Jane 6050 (715)334-5075
Sith 1994, Jodie 2945 (715)451-9232

Client List window

Tip: You can also display the Client List in many Cornerstone windows by pressing F2 (or double-
clicking) in a Client ID field.
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Tips for using the Client List:

When you open the Client List, the cursor is in the Name, Client ID, Phone, or Email Address field,
based on the selected Sort by option. Change the search method by clicking a different option.

Begin a search by typing part of the name, ID, phone, or email address. As you type, the list
includes only the items that match what you type.

Use the F7 and F8 keys to move forward or backward through the list of recently used clients.

Select the Include inactives check box to include inactive clients in your search. Inactive clients’
names will have an “(1)” next to the name. The next time the window is accessed on this workstation,
the software will remember whether or not this box was selected.

Highlight the client’s name and click the Phone ™| button to the right of the phone number to
display all of the client’s phone information, including work and cellular phone numbers.
Click the Clear button to start a new search.

Group Manager module only: Click the search Group Manager client list link to open the Group
Manager Client/Patient Search window and search for a client record in another practice.

To update a client’s information:

1.
2.

4,

On the Client List window, use fields in the Client information area to locate the client to update.

Select the client and click Update (or double-click on the client). The Client Information window
appears.

Change the applicable information on the Information, Prompts/Notes, Referrals or A/R
Information tabs.

Click OK to save your changes.

To delete a client:

Note: You cannot delete clients with any account or patient information linked to them or any account
activity in their records (unless you use Cornerstone purging).

1.
2.
3.

On the Client List window, use fields in the Client information area to locate the client to delete.
Select the client and click Delete. A message appears asking you to confirm the decision.
Click Yes.

Adding or Updating Client Information
In order to invoice a client, you must enter that client, the patient, and the client’s accounts receivable
information into Cornerstone.

Initial Client Setup

If you do not have enough time to set up all of your clients and patients at once, we recommend that you
set up clients and patients in this order:

1.
2.
3.

Clients and patients with appointments
Clients and patients with reminders due now and in the near future

Clients and patients as they come into the practice

If you set up clients and patients in this order, you will be prepared for the clients you are most likely to
see first.
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Tip: To keep accounts as accurate as possible, set up clients with outstanding balances immediately,
before using Cornerstone to invoice clients.

Before You Begin
e Set up the client classifications your practice uses (Controls > Classifications > Client tab).
e Set up custom information prompts for clients (Controls > User Defined Prompts > Client tab).

e Set Client defaults (Controls > Defaults > Practice and Workstation > select Client from the
menu on the left).

e Set Patient defaults if you also plan to set up patients now (Controls > Defaults > Practice and
Workstation > select Patient from the menu on the left).

To access the Client Information window for a new client:
» Do one of the following:

e On the Patient Clipboard, right-click in the Client area (top-left area) and select New.

e Clickthe Client £ | toolbar button and then click New on the Client List window.
¢ On the Lists menu, select Client and then click New on the Client List window.
To access the Client Information window for an existing client:
With the client’s record open on the Patient Clipboard, do one of the following:

e Inthe Client area, right-click and select Update.

e Inthe Client information area’s Client Information | & | tab, right-click and select Update (or double-
click anywhere within the tab).

The Client Information window appears.

I® Client Information for Jean & Brian Hansen E]@
ok
Client ID: 19579 Jean & Brian Hansen Client balance:  $283.18 -
Information Frompts/Mates Fieferals AR Information
Information
Status: |Active v Classification: | Pet Owner v Type: | Client v
Title First Ml Last
v Jean & Brian Hanzen
Address: BI57 40th Street, 5w
Postal code: 54703 City: |Eau Claire State/prav: | Wl v
E-mail address: ]
Phones
Location | Fhone | Extension | B
home [ primary | [715) 280-6582 ]
3
Patients
Patient 1D | Patient Mame Sex | Breed |
9579-3 Huffin Meuter DOMESTIC SHORTHAIR
9579-2 WILLY Spay DOMESTIC LOMGHAIR
v

Client Information window

To add or update basic client information:
1. Open the Client Information window.
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For a new client, if the Auto assign option is selected in Client defaults, the Client ID is
automatically generated by Cornerstone. Press TAB two times to accept the ID and continue to the
Status field.

» If your practice enters new client IDs manually, type an ID in the Client ID field and press TAB
two times to continue to the Status field.

On the Information tab, in the Status drop-down list, leave the status as Active.

Note: If a client is marked as Inactive, an “(I)” appears next to the client’'s name in the Client List.
Reminders are not sent to clients marked as Inactive.

Select a client Classification. (The classification set up in Client defaults is displayed.)

Tip: You can set up certain classifications as alerts by selecting the Client alert check box when you
set up the classification (in Controls > Classifications). Then in Alerts defaults (Controls >
Defaults > Practice and Workstation > Alerts), select Classification in the Client alerts list.

If the Show trainer and barn option is selected in Patient defaults (Controls > Defaults > Practice
and Workstation > Patient), the Type field is displayed. Select a client type from the drop-down
list.

Enter the client’s name and address information. (The postal code set up in Client defaults
(Controls > Defaults > Practice and Workstation > Client) is displayed. Postal codes set up in
the default settings automatically populate the city.)

Tip: In Alerts defaults, you can set up alerts to warn you if a client is missing name, address, phone,
or email information.

If you want to add another name to this client record, click the Secondary Names button and enter
the name information. Secondary names are useful if the pet belongs to two or more people with
different last names. This allows you to search for the client (and patient) record under more than
one name.

» Select the Print check box next to the secondary name to include the name on invoices and
statements.

Enter an E-mail address for the client, if applicable. Only one email address may be added per
client record. If the Email address box is not completed, it is highlighted yellow. If the client does
not want to provide the email address, select the Email declined check box. This turns off the
highlight and turns off missing email alerts if you have them set up. The date you enter the
declination is recorded.

» If you want this client to receive reminders via email, select the E-mail reminders check box.

In the Phones area, right-click to select from a menu of options for adding, updating or deleting a
phone number. See “Setting Up and Updating Client Phone Numbers” in the next section for
information on entering client phone information.

Tip: Use the scroll bar on the right side of the Phones area to view additional phone numbers.

In the Patients area, right-click to select from a menu of options for adding, updating or deleting a
patient for this client. See “Chapter 4: Entering Patient Information” beginning on page 53 for
information on entering patient information.

Click OK to save your changes, or click another tab to continue entering information for this client.

The Client reports group includes many reports that allow you to view client information. See “Client
Information Reports” on page 48 for information.
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Setting Up and Updating Client Phone Numbers
You can include as many phone numbers as needed in a client’s record.

Tip: To access client phone numbers and any associated notes from the Patient Clipboard, click the
Phones | ™ | tab in the Client information area.

To add or update a client phone number:

1. Open the Client Information window and click the Information tab.

2. Inthe Phones area, right-click and select New (or double-click) to open the Phone Information
dialog box. The area code set up in Client defaults is displayed.

I® Phone Information
ID: 9579 Jean & Brian Hansen
Phone information
FPhone number. [715) 877-8739 Extension:
Lacation: |Home (]

Notes
Jean works 1/2 daps on Fridays]

Frimary Phone Mumber

Phone Information dialog box

3. Type the Phone number and Extension (if applicable).

Note: If the phone number you enter for a new client is a duplicate of an existing phone number on
another client’s record, an alert displays. Click Print to print a record of the client with the duplicate
phone number or click Close to close the alert. To cancel and close the Phone Information dialog

box without saving the phone number, click Cancel and click No when prompted to save changes.

4. Inthe Location drop-down list, select the location associated with this phone number, such as
home, work, cellular, etc. You can view the location from the Client Information window.

5. Inthe Notes text box, type any notes associated with this phone number, such as times available. If
you enter notes for a phone number, the notes 2| icon displays with black text lines on it in the
phone number’s row on the Client Information window.

6. If the client has more than one phone number and you want this phone number to be the primary
number, select the Primary Phone Number check box. The primary phone number prints on
reports and displays in windows that display only one phone number.

7. Click OK to save your changes and return to the Information tab.
8. Click OK to save your changes, or click another tab to continue entering information for this client.

To delete a client phone number:

1. On the Client Information window’s Information tab, in the Phones area, right-click on the phone
number and select Delete. A message appears asking you to confirm the decision.

2. Click Yes.
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Answering Client Prompts and Adding Notes to Client Information

You can use client prompts to gather the same information consistently from each client. You can also
add a note to a client’s information.

When you use prompts and notes, you can:

e Create a prompt to be used as an alert.

e Print several reports with the answers to client prompts listed.

Tip: To access client prompt answers and notes from the Patient Clipboard, click the Prompts and
Notes |E tab in the Client information area.

To answer client prompts or add a note to Client Information:

1. Open the Client Information window and click the Prompts/Notes tab.

2. Inthe Prompts/answers area, the client prompts that were set up in User Defined Prompts (in
Controls > User Defined Prompts) are displayed. Type or select the answer to each prompt in the
Answer column as applicable.

I® Client Information for Jean & Brian Hansen E]@
ok
Client ID: 19579 Jean & Brian Hansen Client balance:  $283.18 -
Infarmation Prompts/Notes Referrals A/R Infarmation
Prompts/answers Hote
Prompt | Answer | Jean works Mon-Thurs from 3:00 to 3:00
Attention | and half days on Fridays.
Employer Mercury Spstems
Prefered Doctor
Spouze's Employer Larenzie, Inc.

Prompts/Notes tab on Client Information window

3. Inthe Note text box, type any notes about this client.

4. Click OK to save your changes, or click another tab to continue entering information for this client.

For a list of clients and their answers to prompts, print a Client Prompts Report.

Tracking Client Referrals

The Client Information window’s Referrals tab allows you to track who referred the client to the practice
and any new customers referred to the practice by the client. Client referrals help you track your
business sources.

e You can identify who your best clients are and treat them accordingly.

e You can identify which advertising media creates the most new clients so you get the most from
your advertising budget.

To record who referred a client:
1. Open the Client Information window and click the Referrals tab.
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™ Client Information for Jean & Brian Hansen

M=%

Client ID: 19579 Jean & Brian Hansen
Information Frompts/Mates
Referred by
Client 1D: 1204 Mary Seamore

Has referred

Client balance:  $283.18

AR Information

Client 1D | Name

[ D ate Referred

19128 Joanna King

Referrals tab on Client Information window

06/07/2004

Ok

Cancel

2. Inthe Referred by area’s Client ID field, enter the ID of the client who referred this client by typing
the ID or pressing F2 to search for and select the client from the Client List. (The information in the
Has referred area is automatically updated as this client refers other clients.)

3. Click OK to save your changes, or click another tab to continue entering information for this client.

Tip: Set up advertising media as clients, and then link the media referral source to the client to track the
effectiveness of your advertising. For example, set up clients with the last names Newspaper, Street Sign
and Yellow Pages and mark those clients inactive so they will not display in the Client List. Now you can
set up new clients as referred by one of the media “clients.”

For a list of clients who have referred other clients, the clients referred, and the year-to-date gross
sales for each referred client, print a Referral Report.

Setting Up Client Account Options (A/R Information)
The Client Information window'’s A/R Information tab allows you to specify how clients can settle their

accounts and if they qualify for any discounts.

Before You Begin

e Set up the discounts you want to use in your practice (Controls > Discounts).

e Set up your practice’s credit codes (Controls > Credit Codes).

e Set up a default credit code in Client defaults (Controls > Defaults > Practice and Workstation >

select Client from the menu on the left).

To set up invoicing and billing options in the client’s A/R Information:

1. Open the Client Information window and click the A/R Information tab.
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I* Client Information for Jean & Brian Hansen E]@
0K
Cliert ID: 9573 Jean & Brian Hansen Client balance:  $283.18 -
Information Prompts/Mates Referrals A/R Information
Applicable discounts
[] Taw exempt Dizcount | % |~
- i %
Credit code: | Credit P Nt Fuslomer Discount 5.00:
. Part time Staff Food and Pharm 30.00%
Part Time Staff Service sales 50.00%
Monthly charges Preferied: 10 10.00%
Finance charge Prefered: 25 25.00%
Prefered: 30 30.00%
Biling chargs Preferred: 50 s000% [y,
Home practice: | THE ANIMAL MEDICAL CEMTER - &WC v

A/R Information tab on Client Information window

If this is a tax-exempt client, select the Tax exempt check box.

Change the Credit code, if necessary. (If a default credit code has been set up in Client defaults,
the Credit code field displays the default credit code that applies to most clients.)

Note: If you designate a client as “Cash Only” and the client attempts to pay with a check, an alert
appears at the time of payment (if the Credit Code client alert is selected in Alerts defaults).

In the Monthly charges area, if monthly charges should be applied (when applicable) for this client,
select the Finance charge and/or Billing charge check boxes.

Select any Discounts to apply to this client (highlighted/shaded discounts are selected). The
discounts will apply to invoice items that are also set up with this discount.

Multi-Location/Single Database configuration only: In the Home practice drop-down list, select the
home practice to be associated with this client and to be printed on the client’'s monthly statement.

Note: When using a Multi-Location/Single Database configuration, every client must have a home
practice assigned. At the time when the Multi-Location/Single Database option is activated, the
primary practice is automatically designated as the home practice for all clients. However, the clients
can later be assigned to different practices using the Assign Clients to Practice tool. See “Chapter 3:
Setting Up Lists and Information” in the Cornerstone Administrator’s Manual for more information.

Click OK to save your changes, or click another tab to continue entering information for this client.

To see how accounts receivable information has been set up for clients, print a Client A/R
Information Report.

Merging Clients and Patients
If you have clients with different last names who together are responsible for a patient, you may have set
up two different accounts for the clients. If desired, you can merge these records into one record.

To merge client (or patient) records:

1.
2.

On the Tools menu, select Merge Clients/Patients.

A message appears to remind you that merging should be performed during times of low system
use. Click Yes to continue.

The Merge Clients/Patients dialog box appears.
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™ Merge Clients/Patients
Merge From To
Tope Cliert 1D Client M ame |F'atient ID| Patient Mame| Client D Client M arme: |F'atient ID| Fatient Mame
K ﬁ 21545 Dan & Marcie Kesicki 1213 Pamela O Joy
£
£

110 Merged, O Ermars

L |

Merge Clients/Patients dialog box

change the record type). The cursor automatically moves to the corresponding From field (Client ID
or Patient ID).

In the From table’s Client ID (or Patient ID) column, enter the ID of the first client/patient by typing
the ID or pressing F2 to search for and select the client/patient from a list. Once the From
client/patient is selected, the cursor moves to the To table.

In the To table’s Client ID (or Patient ID) column, enter the ID of the second client/patient by typing
the ID or pressing F2 to search for and select the client/patient from a list.

Repeat steps 3-5 for any additional clients/patients to be merged.
Click OK to merge the clients/patients.

The status bar in the bottom-left corner of the dialog box shows the number of IDs merged
successfully and the number of errors. If there were any errors, click Print to view a description of
the error on the Merge Clients/Patients Report.

If you want to clear the dialog box, click Reset.

10. When you are finished, click Close.

Setting Up New Client Accounts (for New Cornerstone Practices only)
Use the following set of instructions only if you are setting up a new Cornerstone system and your
existing client accounts have not been converted to Cornerstone accounts. In most cases, client
account balances are automatically converted as part of the initial conversion process and do not need
to be manually entered into Cornerstone.

Before You Begin

» Enter an adjustment comment in Account defaults (Controls > Defaults > Practice and

Workstation > select Account from the menu on the left). For example, an initial adjustment
comment might be “Client set up in system 00/00/00.”
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To set up a new client’s account:
1. Do one of the following:

e On the Patient Clipboard, select the client and in the Client information area, click the Account

Information | #  tab. Right-click within the transactions table and select Adjustment.

e Click the Client Account & | toolbar button, enter the Client ID and press TAB, and then click

Adjust.
¢ On the Activities menu, select Client Account. Enter the Client ID and press TAB, and then
click Adjust.
The Adjustment dialog box appears.
I Adjustment
Client information
ID: 1213 Pamela D. Joy
Adjustment

Camment: | Brought farward 12/15/08

Adjusted Actual

Current: $55.00 $0.00

Last manth: $25.00 $0.00

30 days: $150.00 $0.00

B0 days: $0.00 $0.00

90 days: $0.00 $0.00

Finance charge: $0.00 $0.00

Total due: $230.00 $0.00
Adjustment: $230.00

Adjustment dialog box
2. Inthe Comment box, enter the reason for the adjustment. (The adjustment comment from defaults
displays automatically.)
3. Type the amount this client owes in the corresponding boxes in the Adjusted column.
Note: At the bottom of the Adjusted column:
e Total due reflects what the client now owes your practice.
e Adjustment reflects the total amount you are adjusting.
4. Click OK to return to the Client Account window. The Accounts Receivable balances are updated.

To view a list of new clients, print the New Client Report. You can print this report for any time period
processed—End of Day, End of Month or End of Year.

Client Information Reports
Cornerstone includes several reports related to client information.

To access Client reports:
1.  Onthe Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of Client to expand the list of client reports.
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I® Report Search E]@

Search
o e
Reports 358 reports shown CiENt A/R Information
expand all [ & Hide locked reports
Reports J - Tax Exempt: Y235 ar No
B Appointment - Credit Code: credit code associated with the client
" Boarding - Finance Charge: Yes or No

=nt - Billing Charge: Yes ar Mo
- Client Account History
~=Client Discounts
~.Client Master Repart Description: Use to see how accounts receivable information has been set up for clients.
~-Client Prompts

- Client/Patient Master Report

~~Initial Client Setup Report Client A/R Information

o Mailing Labels Sorted By Last Name

- Merge ClientsPstients Report Client  ciient client Tax  Credit Finance  Billing

i

- Referral Report D Name Discounts Exsmpt  Code Charge  Charge

NYoided Invoices Report 1234567 Abahamson, Dama Ma AcwptalPay  Yes No

Client and Patient Reports 9716 Anigail, SEw(l) Mo Acoeot All Payt - Yes No
-Compliance 56 Aplery, Gannia Acepl Al Payr  Yos Yes
~End of Day 4046 Avley, Dan No Cospl All Payt Yes Yos

2400 Avley, Randy No , AcosplAll Payi  Yes Yas

-End of Manth
1433 ABRAMS, Brandi /"\ ] ACEDUAN Payl  Yes Yos

~End of Year 2995 ADIs, Cingy / 3 AcosplAl Payl  Yes Yos
-Equine 4509 ADIS, Melanis No  Acoeptall Payi  Yes vas
- Inventary 8995 Abts, Rick No  AcceptAll Pay  Yes vas
- Inveice Itermn 5045 Ackerman, Cara No Acoept All Payt Yoz Yas

Lab 3401 Ackerman, Geamne \\/ Ny Acosptall Payt  Yes Yas
193 Ackerman, Ron \ Na  AcoeplAl Payr  Yes Yas

-~ Patient

5532 Adams, Dave No  AcoeptAll Payi  Yes Yas
-Patient Advisor PLBOT4 Adams, Jen o AcoaptAll Pay  Yes No
~Performance Tracker 3380 ACams, Pet Ve N Acosptall Payl  Yes Yos
- Practice ) Acams, Randy \, No  ActeptAll Payi  Yes vas
Prescription 2424 Acams, Ryan N No  ActeptAll Payi  Yes vas
Refarral 8877 Adams, Stacy N3 Acosptall Payt  Yes No JJ
ATRL Adams, Sisan. Ha Acoant All Pav Yas Yas
Snapshot J

Client Reports

Note: You can print or preview information for a range of clients (or other relevant filter). See “Chapter 5:
Using Reports” beginning on page 81 for information.
Client A/R Information

Use the Client A/R Information Report to see how accounts receivable information has been set up for
clients.

Client A/R Information
Sorted By Last Name

Cliert Client Cliert Tax Credit Finance Eilling
10 Name Discounts Exempt Code Charge Charge
1259 Ackling Tiffanwl) Mo Cash Only Mo Mo
1902 Adams, Gany & Linda Mo Credit “res “es
1502 Adams, Robert & Brenda Mo Cash or Credit “res “es
1620 Aldridge, James Mo Cazh Only ez ez
2625 Altman, Greg & Rita Mo Cash or Credit “res “es

Client Account History Report

Use the Client Account History Report to see all transactions (including payments, adjustments,
transfers, comments, returned checks and written off transactions) within a client’s account history, as
well as the running balance.

Note: If Multi-Location/Single Database is activated, the practice ID of the practice where the transaction
took place appears at the end of each line in account history.

To print the report for one client, when specifying a range on the Client Account History dialog box, enter
the client’s ID in both the Starting value and Ending value fields.
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To hide voided items, click the Hide voided items check box on the Client Account History dialog box. If
you include voided items, note that both the original record and the record of the void will display.

Note: This report contains all of the financial account data from the selected clients. If you have a large
database, this report may take a long time to generate. Enter a range to narrow the report results.

Client Account History

Account

Cliert 10 10025 Current 30 Days 30 Days 30 Days Balance

Client Nare Sanders, Alex and Miranda F0.00 F0.00 F0.00 F0.00 F0.00

D=t Transaction Description Debit Credit Balance
500 Invoice #: 109 - Closed F26.00 F0.00 F25.00
F4500 Fayment: Ched, Check#: 070400 F0.00 F25.00 F0.00
Qs20m00 Irvaice #: 115 - Closed F15.00 F0.00 F15.00
Qezam0 Discount for Invoice #4115 (Returning client discount) F0.00 F1.50 F13.50
Q¥z9/00 Fayment: Cash F0.00 F12.50 F0.00

Client Discounts

Use the Client Discounts report to check and update your discount strategy.

Client Discounts
Sorted By Discount
Client 1D Name Address Fhone#
Mewr Customer Discount FPercertage:  5.00%%
554 hlaygel, Emma 1104 Centre. 5t (715°555-0219

Eau Claire, Wil 54703

Number of Clients with the New Customer Discount @ 1

Client Master Report

Use the Client Master Report to generate a list of your clients, their addresses, email addresses and
phone numbers.

Client Master Report

Sorted by Account Balance
Cliert 10 Name AddressfTelephone Balance
10025 Sanders, Alex and Miranda (F15)555 - 1995 ext 1113 Wok- Alex F0.00

9380 Whiteheart Lane
Eau Claire, Wl 54703

Client Prompts Report
Use the Client Prompts Report to see answers to client prompts.

Client Prompts
Sorted By Client ID

Prompt Answer

ClientlD: 9579 Client Name: Hansen, Jean & Brian
Emplovyer Mercury Systems
Spouse's Emplover Larenzie, Inc.

Cornerstone User’s Manual 50



Client/Patient Master Report

Chapter 3: Entering Client Information

Use the Client/Patient Master Report to generate a list of clients and patients.

Client / Patient Master Report

Sorted By Client ID
Client Patient Patiert Species / Bread
Cliert 1D Mare / Telephone  Patiert 1D Marme Status Hame
10025 Sanders, Alex and Miranda
10025-04 b awerick Active Canineflrizh Setter, Mix
10025-02 Red Baron Active Caninedflaskan Malamute

Total No. of Clients = 1 Total Mo, of Patients= 2

Initial Client Setup Report

Use the Initial Client Setup reports to review your Cornerstone system settings.

Initial Client Setup Report

Classifications

Description Reminders

Breeder
Bronze Customer

Farm

Mailing Labels

Use the Mailing Labels report to save client name and address information to a file. You can save the file
in any of the following file formats: .txt, xIs, .csv, .slk, .wks, .wk1, .dif, .clp, .psr or .dbf.

Note: For mailing labels, you can only choose Save As when saving a file. See “Saving a Report to a

File” on page 90 for information.

Merge Clients/Patients Report

This report provides a list of clients who have merged their client records into one record. For example, if
two clients marry and each has a record at your practice, they can choose to merge their records into

one.

Merge Clients/Patients Report
Sorted by Date

| From | Ta

Client Client Fatient Patient
1) Name 1) Hame

Client
g

Client
Hame

Patient
g

Patient
Name

1072 Celeste Packer
10/205 1424

Merge Description: Successful client merge

1903 “ern Baker

Merge Date:
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Referral Report

Use the Referral Report to see how much income has been generated from different sources. The report
shows you the effectiveness of different advertising media and provides a reference to send letters of
appreciation to referring clients and clinics.

Referral Report
Sorted By Client ID

Refarrad Date Currert Gross
Cliert Who Referred o Cliert Referred Ertered Ealance Sales ¥TD
556 @ ail, Abby 554 Maygel, Emma 2ME601 $0.00 F0.00

Eau Claire, Wl 54703
Total Referrals: 1

Total Referrals for this FPeriod: 1

Voided Invoices Report

This report provides a list of voided invoices. You can choose to print a list of voids by Client ID, Staff ID
or Void date.

Voided Invoices Report
Sorted by Date

Waoided Original Woid

Waid By Invaice  Invoice Invoice Client Client Patient  Patient
D ate Staff I Mumber Mumber Amount 1D Mame I Hame
2/2i03 7 142 220 (F22.30) 1259 Tiffany Acklin o Sniffles
1Mooz 7 207 219 (195000 2215 Ron & Sandra Jones 23151 Dairy Herd
SIZTNOZ 7 pract] 240 FE.75) 11 Alifheeler 124 Belle
12702 7 237 238 FE.7E) 11 Aliheeler 191 Zulu

Total number of woided inwvoices: 4

Taotal amount of woided invoices: 1$236.50]

Cornerstone User’s Manual 52



Chapter 4: Entering Patient Information

Overview

You can easily add or update a patient’s information in the Patient Information window. This information

includes:

e Name

e Status (active, inactive or deceased)

e (Classification

e Sex and birth date

e Species and breed

e  Color, markings and registration number
o Weight and body score (if activated)

e  Owner information

e Microchip and registration information

From Patient Information, you can also access:

e A patient’s reminders and call backs

e Prompt answers and/or notes about the patient
e Referral information

e Prescriptions

e Diagnoses

e Patient images

Using the Patient List
The Patient List is used to locate a patient in Cornerstone. You can also view, update or delete a
patient’s information from the Patient List.

To open the Patient List:

> Click the Patient &

The Patient List window appears.

toolbar button (or select Lists > Patient).
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I Patient List
Patient search criteria Sort by
; M
Mame: iy Clear (*) Name il
1D: Waccine Tag: 8 l\? .
Vacecine tag
Micrachip D [CInehude inactives/deceassd () Micrachip 1D
Client information
Client 1D: Trainer ID: Barn ID:
Fatient 10 Fatient Cwrier Breed Waccine Tag | fad
am3 f'ago Brakken, Dameon Fiattweiler 14077 g}
2614 ‘Vahtzee DECAMBALIZA, Paul  Ragdal MOTAGNER ¢}
246 Yancy Mergaard, Bridgette Terier, Welsh 12574 g}
1307 Yankes Flynn, Jenmny Terrier, Scottizh 126592 g}
11489 ankee Lauria, Joe Other Feline WOTAGMER g}
12347 ankey Fogers, Molly Shorthair, Domestic 13900 g}
13441 Yasha Oywetsky, Anna Shorthair, Domestic g}
7142 “Y'eager Cox, Mike Other Canine 307 g}
E131 “eller Becker, Cynthia Other Feline 15677 g}
160 Yovo Brooks, Lynn Terier, Boston 13684 @
v

Patient List window

Tip: You can also display the Patient List in many Cornerstone windows by pressing F2 (or double-
clicking) in a Patient ID field.

Tips for using the Patient List:

When you first open the Patient List, the cursor is either in the Name, ID, Vaccine tag or Microchip ID
field, based on your selection in the Sort by area. Change the search method by clicking a different
option.

Begin a search by typing part of the Name or ID. As you type, the list includes only the items that
match what you type.

Use the F7 and F8 keys to move forward or backward through the list of recently used patients.

Click the Include inactives/deceased check box to include inactive patients in your search. Inactive
patients’ names will have an "(I)" next to the name. The next time the window is accessed on this
workstation, the software will remember whether this box was selected.

To accommodate herd vaccinations, when searching for a patient using the Vaccine tag field on the
Patient List, you can enter any tag number that falls within the range of tags for the herd, and
Cornerstone will locate the patient record for the herd.

Click the Clear button to start a new search.

Group Manager module only: Click the search Group Manager patient list link to open the Group
Manager Client/Patient Search window and search for a patient record in another practice.

The primary owner of each patient appears in the Patient List. To view the owner’s primary phone
number or to see other owners and their information, open the Patient Owner Information box by

owners' primary phone numbers.
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" X
Patient search criteria Sort by
M
Mame: jyago (*) Name il
1D: Waccine Tag: 8 l\? .
Vacecine tag
Micrachip D [CInehude inactives/deceassd () Micrachip 1D
Client information
Client 1D: Trainer ID: Barn ID:
Fatient 10 Fatient Cwrier Breed Waccine Tag | |
am3 f'ago Brakken, Dameon Fiattweiler 14077 F|
I® Patient Owner Information *
ID: 3013 f'ago 8%z, 4 Mos.
Iale Fothweiler 78.30 Pounds
% | OwnerlD | Owner name [ Fhone [
100.00 1874 Brakken, Dameon [715) 681-9598

Patient Owner Information box accessed from the Patient List

Note: On the Patient Owner Information pop-up window, you can view the primary phone number for
each owner.

Adding or Updating Patient Information

You can add or update a patient’s basic information from the Patient Information window’s Information
tab.

Before You Begin

¢ Ifthe new patient belongs to a new client, set up the client first. See “Adding or Updating Client” on
page 40.

e Set Patient defaults (Controls > Defaults > Practice and Workstation > select Patient from the
menu on the left).

To access the Patient Information window for a new patient:
» Do one of the following:

e On the Patient Clipboard, select the client, and then right-click in the Patient list area and select
New.

e Click the Patient @I toolbar button and then click New on the Patient List window.

e On the Lists menu, select Patient and then click New on the Patient List window.

e Right-click and select New under Patients at the bottom of the Client Information window.
To access the Patient Information window for an existing patient:
With the patient’s record open on the Patient Clipboard, do one of the following:

e Inthe Patient list area, right-click the patient’s name and select Update (or double-click the patient
name).

e In the Patient information area’s Patient Information @
double-click anywhere within the tab).

tab, right-click and select Update (or
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To add or update basic patient information:

1.
2.

Open the Patient Information window.

For a new patient, if the Auto assign option is selected in Patient defaults, the patient ID is
automatically generated by Cornerstone. Press TAB two times to accept the default ID and continue
to the Name field.

» If your practice enters new patient IDs manually, type a patient ID in the ID field and press TAB
two times to continue to the Name field.

I Patient Information for Merlot E]@
ID: [15286 Merlat
Owners: Janet Sandberg
Cancel
Information Letter Reminders Cal Backs Prompts/Motes Fieferrals -w
Information
Hame: Merlat
Status: |Active [ Species: |Feline ]
) - - 13gQnosls
Clasz: | Family Pet | Breed: |Shorthair, Domestic | w |
Sex: | Meutered Male v: Color: | Black v
Birth date: 04/12/2001 i aY 5M | 16D Markings:
Weight / Body Score Send Rrmd
Staff: Dater 09/28/2010 (2 Time: 03:21 P Toetre
‘weight: .00 | pounds v: Body Score: | <Mone> v Barn
Owners .
Z | b | Name | el
100 % 5219 Jaret Sandberg Registration:

Rahbies Tag: [Add Existing Rabies Tag

Information tab (for a new patient) on the Patient Information window

For a new patient, type the patient’'s name in the Name field.

In the Status drop-down list, leave the status as Active unless the patient is deceased or you do not
want to send reminders about this patient. If the patient is deceased, change the status to
Deceased and enter the date the patient died.

If necessary, select the patient Class. (The class that has been set up in Patient defaults appears
automatically.)

Enter the patient’s Sex.

Enter the patient’s Birth date by entering either the date (e.g., 12/1/2008) or the age of the animal
(e.g., 1Y, 6 M and 4D).

Select the Species and Breed from the drop-down lists.

Select the patient’s Color from the drop-down list or type it in the box and enter any Markings.
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The Weight / Body Score area options that display differ depending on whether you are adding a
new patient or updating information for an existing patient:

e Fora new patient — Enter your Staff ID and the patient’s Weight in the fields provided. Optionally,
you can also enter a Body Score if this vital sign has been activated for your practice.

e foran existing patient — Click the Vital Signs/Weight button to display the weight entry
dialog box for the patient. Here you can enter a current weight and, if desired, click the add
more Vital signs link to open the full Vital Signs entry and viewing window. See “Chapter 16:
Recording Vital Signs/Weight Information” beginning on page 229 for information on entering
vital signs.

Note: The button displays in red/yellow as an alert if at least one vital sign (other than weight
and body score) has not been entered for the patient within the past 10 days.

If the Show trainer and barn option has been enabled in Patient defaults, the Trainer and Barn
fields display on the Information tab. Press F2 in either field to select a trainer or barn to designate
for this patient. If applicable, select a Send Rmd check box if you want to send the patient’s
reminders to the trainer or barn instead of to the owner.

If you opened the Patient Information window from the Client Information window, the client appears
in the Owners area. To set up the patient’s ownership, see “Setting Up Patient Ownership” in the
next section.

If applicable, enter the Microchip ID and Registration information for the patient. (If you have
microchip IDs entered in patients’ records, you can search by microchip ID from the Patient List.)

For a new patient, the Add Existing Rabies Tag button is available. Click this button to enter an
existing tag into the system, if the patient was issued a tag elsewhere and you want to document the
tag information in its record.

Note: You can also enter an existing tag into the system from the Patient Clipboard—in the Patient
information area, select the Tags/Microchip ID tab, and then right-click in the tab’s tag listing area
and select Add Existing.

Click OK to save your changes, or click another tab to continue entering information for this patient.

The Patient reports group includes many different reports that allow you to view patient information.
See “Patient Information Reports” on page 73 for information.

Setting Up Patient Ownership
Each patient in Cornerstone must have an owner. Ownership information is kept in the Patient Owner
Information window. This information includes:

The owner’s client ID

The client’s status (current or past owner)
The Send Reminders option

The dates the ownership began and ended

The percentage of the animal this client owns

Note: You can link more than one client to a patient.
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Before You Begin

>

If the new patient belongs to a new client, set up the client first. See “Adding or Updating Client” on
page 40.

To add patient owner information:

1.

On the Patient Information window, right-click in the Owners area and select New (or double-click in
the Owners area).

The Patient Owner Information dialog box appears.

I® Patient Owner Information
Patient information
ID: 12135 Grace
4%z 3 Moz, 75.00 pounds
RETRIEVER, GOLL Meuter
Client
1213 FPamela D. Joy
Status Reminders
(O] ) Past Send reminders
DOwnership details
Diate of ownership: \09/02/2005 4] Ownership percentage: | 100
Diate of termination: |00/00/0000 (4

Patient Owner Information dialog box

In the Client field, enter the client ID by either typing the ID or pressing F2 to search for and select
the client from the Client List.

» If you opened Patient Information from Client Information, the client information is entered. Press
the TAB key to accept the ID.

Verify the client’s status is Current. (Past owners do not receive reminders.)

If you want this client to receive reminders, select the Send reminders check box. Owners with the
Send reminders check box selected are considered Flagged Owners.

The Ownership details area settings default to the current date and 100% ownership. Change the
ownership details, if necessary.

Click OK.
If necessary, repeat steps 1-6 to add another owner. The total percentage of all ownership must
equal 100%.

Note: If a patient has more than one owner, select the Send reminders check box for the client(s)
responsible for fulfilling reminders.

On the Patient Information window, click OK to save your changes, or click another tab to continue
entering information for this patient.

Tip: You can select the Alerts default for Multiple Ownership to notify you when a patient has more
than one owner. (On the Controls menu, select Defaults > Practice and Workstation, and then
select Alerts in the navigation pane on the left.)

To change ownership for an existing patient or to transfer from one client to another:

1.

Before changing ownership, make sure that all of the clients involved are already set up in
Cornerstone.
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From the Patient List, select the patient and click Update.

In the Patient Information window’s Owners area, right-click on the owner to modify and select
Update. The Patient Owner Information displays.

If necessary, change the client’s status.

If applicable, type the new Ownership percentage (the percentage of the patient this client now
owns). The Date of ownership defaults to the current date. Change the date, if necessary.

To delete an owner, press CTRL+D.
Click OK.

On the Patient Information window, click OK to save your changes, or click another tab to continue
entering information for this patient.

Adding Patient Letter Reminders (Postcards, Letters and Emails)
Letter reminders are an important tool in the Cornerstone system. You should add reminders for each
patient to prompt them to return for needed services in the future.

You can enter reminders directly in a patient’s record from the Letters tab on the Patient Reminders
window’s Letters tab. You can also enter reminders on an invoice.

Before You Begin

Set up a reminder strategy for your practice. See “Chapter 14: Setting Up a Reminder System” in the
Cornerstone Administrator’s Manual for information.

Link letter reminders to invoice items on the Reminders tab on the Invoice Iltem Information window.
See “Chapter 10: Setting Up Your Invoice Items” in the Cornerstone Administrator's Manual for
information.

To add patient letter reminders:

1.

With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the
patient’'s name and select Reminders.

2. Click the Letters tab.

I® patient Reminders E]@
Patient information
ok

1D: 12135 4%rs. 3 Mos, 75 pounds

Name: Grace RETRIEVER. GOLDEN  Neuter

Letters | Call Backs Change Date

| ltemID | Description [ Date |Sitaff ID] Staff Mame | Note -

1 |5300B Heartworm Test - 2yr  08/05/72008 3 Mw Mark J. Fiala Mote
2 (& Mote
3 00/00/0000 4 Mote
00/00/0000 4 Mote

Reminder note

Patient Reminders window Letters tab
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Note: Overdue reminders display in red. Reminders that are due in the next 30 days display in
yellow.

To add a reminder for an item, in the Item ID column, enter the item by either typing the ID or
pressing F2 to search for and select the item from the Invoice Item List. The Invoice Iltem Description
appears.

Note: You cannot add a reminder for a group item.
Change the Date to the date the reminder is due.

In the Staff ID field, enter the staff member who performs the service by either typing the ID or
pressing F2 to search for and select the staff from the Staff List. The staff member's name appears.

To delete an existing reminder, click the ltem ID of the reminder you want to delete and press
CTRL+D.

To add a reminder note, click the Note button at the end of the item row. The Note dialog box
appears. Reminder notes display on the Reminder Report and on the Daily Planner, but not on the
printed reminders.

Type the Note and click OK. The note text displays in the Reminder note area at the bottom of the
Patient Reminders window. Reminders for which you've typed a note will show the Note button
followed by ellipses (Note...).

To print a list of patients with overdue reminders, click Print and then do one of the following:

e To print reminders for all of the client’s patients, select Client All Patient > Reminder Letter
Report.

e To print reminders for only the selected patient, select Patient only > Reminder Letter Report.

To print a health certificate (set in Patient defaults) listing current vaccinations for this patient, click
Print and then select Health Certificate. The Start New Document window appears with the
certificate template selected. Click OK to open the document in the Cornerstone Editor. Make any
necessary changes or additions to the document, and then click Print. Click Close to close the
Cornerstone Editor and then click Cancel to close the Start New Document window.

On the Patient Reminders window, click OK to save your changes and close the window.

Changing the Due Dates for Patient Reminders

You can change the due date of a single reminder by clicking the arrows in the Date box or by using the
pop-up calendar. However, to save time when changing the due dates for a block of reminders, use the
Change Date feature.

To change the due date for more than one reminder:

1.

2.

On the Patient Reminders window, select the reminders to change the due date on by clicking the
row number to the far left of each reminder. (The selected rows will be highlighted/shaded.)

Click Change Date. The Change Date dialog box appears.
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I® Change Date

O Increase months

Cloge

Date: [08/25/2003 (2]

Months:

Change Date dialog box

3. Inthe Date change area, specify if you want to enter a new date or simply increase the number of
months.

4. If you are changing the date, enter the new Date.
5. Ifyou are increasing the current date by a number of months, type the number of Months.

6. Click OK to save your changes.

Adding Patient Call Back Reminders
Call back reminders provide you with an easy way to keep track of clients who need follow-up phone
calls, such as a follow-up call after surgery or a call to report on a hospitalized animal. You can view call
backs on the Reminder Recall Report or on the Daily Planner Call Backs tab.

Note: You can change the date for one or more call back reminders. See the previous section for more
information.
Before You Begin

e Link call back reminders to invoice items on the Reminders tab on the Invoice ltem Information
window. See “Chapter 10: Setting Up Your Invoice Items” in the Cornerstone Administrator's Manual
for information.

e If you plan to work with laboratory call backs on the Daily Planner Diagnostics tab, you must first
create a Lab Call Back invoice item (to use for creating or scheduling new call backs) and then
specify this item ID in Daily Planner defaults.

To add patient call back reminders:

1. With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the
patient’s name and select Reminders.

2. Click the Call Backs tab.
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I Patient Reminders [Z]@
Patient inf; ki
s A09pns
Name: Doadies DOMESTICSHORTHAIR  Meuter
Leters | Cal Change Date
— Item D D escription | Date StalFID| Staff Mame | ID*ls:‘

004000000

Reminder note

Patient Reminders window Call Backs tab

Note: Overdue reminders display in red. Reminders that are due in the next 30 days display in
yellow.

3. To add a reminder for an item, in the Item ID column, enter the item by either typing the ID or
pressing F2 to search for and select the item from the Invoice Item List. The Invoice Item Description
appears.

Note: You cannot add a reminder for a group item.
4. Change the Date to the date the reminder is due.

5. Inthe Staff ID field, enter the staff member who performs the service by either typing the ID or
pressing F2 to search for and select the staff from the Staff List. The staff member’'s name appears.

6. To delete an existing reminder, click the Item ID of the reminder you want to delete and press
CTRL+D.

7. To add a reminder note, click the Open or Pending button at the end of the item row. The Note
dialog box appears.

™ Note for 12768 - Surgery call back
Staff 1D
e | Corcel |
Open v
Open
Pending
Spell Check.

Note dialog box

In the Staff ID field, type your staff ID and press TAB.

9. From the Status drop-down list, select the status of the reminder call back (Open, Pending or
Completed). Open call backs are deleted if an invoice item set to satisfy the reminder is added to
the invoice. If you have added notes to the call back, but it is not complete, select Pending.
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10. To enter a note, type your note in the text box or click Select Note and select a note from a list of

commonly used call back notes.

™ Call Back Notes

Description:

Drescription

Results - Lab wark.
Special Order is in
DECLIME-Recheck appt

Left meszage wfamily member
Mo Answer & home

Mo Angwer & work/cellular
SCHEDULED-Recheck appt

|

Cloze

Call Back Notes dialog box

11. Click OK to close the Note dialog box. The note text displays in the Reminder note area at the
bottom of the Patient Reminders window. Reminders for which you've typed a note will show the

note button followed by ellipses (Pending...).

12. To print a list of patients who need to be called, click Print and then do one of the following:

e To print call back reminders for all of the client’s patients, select Client All Patient > Reminder

Recall Report.

e To print call back reminders for only the selected patient, select Patient only > Reminder

Recall Report.

13. On the Patient Reminders window, click OK to save your changes and close the window..

To add a note to a call back in invoicing:

1. When an invoice item with a call back reminder is entered on an invoice, a Call back Note dialog box

appears.

Note: If you do not want to enter call back notes during invoicing, you can turn off this option by
clearing the Prompt for call back note check box in Invoice defaults.

™ Enter Note for Doodles

Invoice Item
380 Oral Surgery

Call back reminder to generate

12768 Surgery call back

Call back note

Ok

Cancel

Select Mote

Spell Check.

Enter Note dialog box in invoicing

2. To enter a note, type your note in the text box or click Select Note and select a note from a list of

commonly used call back notes.

3. Click OK to exit the Enter Note dialog box and return to the invoice.
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Viewing Call Backs on the Daily Planner

To view call backs on the Daily Planner:

1. On the toolbar, click the Daily Planner [£] button or from the Activities menu, select Daily

Planner.

2. On the Daily Planner window, select the staff member for whom you want to view call backs or

select the View for all staff check box to view call backs for the entire staff.
3. Click the Call Backs tab.

4. Select the time period for which to view call backs. A list of clients and patients who need a call back

during the selected time period appears.

==/

™ Daily Planner
Staff information
Cs Corrin Schulze, DV []iew for all staft
Appointments Call Backs | Diagnostics Checked-In Medical MNotes Corespondence Patient Vigit List Invoices Exams
‘Wednesday ‘Wednesday
(o) @ [ 11/02/2010 | D) () o (s @) 117032000 | ) (W)
Client ID_| Client Name | PatientID | Patient Name | Staff Mame | Dale | Status |
Phone ‘ Reminder |tem
550 Divayer, Trish 921 Badger Corrin Schulze, DY 11/3/2010  Open...

[715] 8519332  Home CED - Call Back Critical

Call Backs tab on the Daily Planner

Working with Laboratory Call Backs on the Diagnostics Tab

The Daily Planner Diagnostics tab provides a single location for managing many of your laboratory-
related tasks in Cornerstone, including lab call backs. The Call Backs columns (Status, Date and Staff
ID) allow you to keep track of lab call backs at a glance and access call back options with a single click.

I Daily Planner

BEX

Staff information

ark J. Fiala Db [¥]'iews for all staff

Corespondence Patient Visit List Invoices Exams

Appointments Call Backs Diagnostics Checked-In Medical Motes
[] Posted results Other types to include
Thursday Thursday Pending requests Orphan results Mo template

I
@E] g7/z2/2m0 E]@ e @E] 07/z3/200 E]@ [¥]Completed results [#]Mat requested  [#] Rejected results

Hide preliminary results

Patient 1D | Patient Mame | Prac | Lab ID | Type | | Date | Call Backs
Owner Mame | ReglD | Template Staff 1D | Status | Date | Staff 1D

20 Zemn 1 INCLINIC Pending Feq Q‘ 07/23/2010
Brown, Roland 5701 1
8056 Kingzley IDERx Completed O7/23/200
Pattington, Brad and Sheri 8056 Hematology 3
8052 Eli 1 IDEx Posted 07/23/2010 Completed 07/28A10 1
Biddgatdar, R aj 8052 Hematology 3
8060 Billy IDExA Completed 07/23/2010
M addison, Hannah 8060 Hematology 3
8048 Fhinneous IDERx Completed 07/23/2010 Compleed LIRS P T R
Brigshy, Graham 8048 Cheristry 3 call figiis
S G R
2020 Jack IDEXA Completed 07/23/,2010 \
McGilligan. Mikel 8020 Hemataloay 3

Diagnostics tab on the Daily Planner
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In the Call Backs Status column, the status is indicated on the button. When updating the status, use
the following definitions as your guide:

(blank) — A call back has not been performed or scheduled (created) for the laboratory result.

Open - A call back has been performed or scheduled (created), but the client has not yet been
contacted.

Pending — A first call back has been initiated (e.g., called and left message) and notes have been
added, but this call back has not yet been completed.

Completed — The client has been contacted, notes have been added, and no further call backs are
needed.

To record a first call back immediately for a listed laboratory result:

1.

6.

Click the blank status button associated with the result and select Call now. The Call now dialog
box appears.

I Call now
Client
Gowlland, Damaon [715) 77562585 [Home]
[715) 358-7006  [Cellular)
Carcel
Staff:
Status
Open ¥
Spell Check
[] Reassign this Call Back
Staff:
D ate:

Call now dialog box

Tip: All phone numbers for the client are provided near the top of the Call now dialog box, with the
primary number at the top of the list.

Enter the staff ID of the staff member who is making the call.

Depending on whether the client was contacted, set the call back status to Open, Pending or
Completed.

To enter a note regarding the call status, type your note in the text box, or click Select Note and
select a note from a list of commonly used call back notes.

If you want to reassign this call back, select the Reassign this Call Back check box and enter the
desired staff and date to be assigned for processing the call back at a later date.

Click OK.

To schedule a first call back for a listed laboratory resulit:

1.

Click the blank status button associated with the result and select Schedule a call back. The
Schedule a call back dialog box appears.
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5.

I Schedule a call back

Client

Gowlland, Daman [715) 7766265 (Home]
[715) 358-7006  [Cellular)
Cancel

Scheduled for
Staff:

Date: |00/00/0000 (4

Status
Open ~

Select Note
Spell Checl:

Schedule a call back dialog box

Chapter 4: Entering Patient Information

Enter the staff ID of the staff member you are scheduling to make the call.

Set the date for the scheduled call back.

To enter a note for this call back, type your note in the text box, or click Select Note and select a

note from a list of commonly used call back notes.
Click OK.

To update an open or pending call back:

1.

Click the Open or Pending status button associated with the result. The Note for [lab call back item]

dialog box appears.

™ Note for LAB-CB - Lab Call Back

Client
Gowlland, Darmon

[715) 7756255 [Home) =

[715) 3587006 [Cellular) (e

Staff ID
b Iark. J. Fiala Dt

Select Mote
Status

il kg

Pending v Spell Check

Called and left meszage.

- Mot from Mark J. Fiala DYM on 6/3/2000 at 03:04:08 -
Lab results are in. Ask client to contact our office to review the results.

Note for [lab call back item] dialog box

Enter the staff ID of the staff member who is making the call.

Depending on whether the client was contacted, set the call back status to Open, Pending or

Completed.

To enter a note regarding the call status, type your note in the text box, or click Select Note and

select a note from a list of commonly used call back notes.

Click OK.

Cornerstone User’s Manual

66



Chapter 4: Entering Patient Information

To view notes for a completed laboratory call back:

» Click the Completed status button associated with the result. All associated call back notes display
in a view-only dialog box. (Call back notes are also available in patient history, if needed for future
reference.)

Answering Patient Prompts and Adding a Patient Note

Record customized information about a patient in the Prompts/Notes tab. The answers to patient and
species prompts and patient notes appear on the Check-In Report and are useful when the patient
visits. You can also select patient prompts to be used as alerts.

Tip: To access patient prompt answers and notes from the Patient Clipboard, click the Prompts and
Notes |E2 tab in the Patient information area.

To answer patient prompts and add a note to Patient Information:

1. Open the Patient Information window and click the Prompts/Notes tab.

2. Inthe Prompts/answers area, the patient prompts that were set up in User Defined Prompts (in
Controls > User Defined Prompts) are displayed. Type or select the answer to each prompt in the
Answer column as applicable.

I Patient Information for Daunte E]@
ID: (11085 Daurte
Owrers: Sara POOL
Infarmation Letter Reminders Call Backs Prompts/Notes Feferals Patient File
Prompts/answers Mote
Prompt Answer | Be careful. Daunte has been agaressive in past visits. May
| Teaching Animal need o be muzzled. JH
Allergies Amozicillin
Barn Name
Diabetic No

Flza Preventative
Fractious

Heartworm Preventative
LocationOfNotes
Seizures

Special Diet

Vacoine Feaction

Prompts/Notes tab on Patient Information window

3. Inthe Note text box, type any notes about this patient.

4. Click OK to save your changes, or click another tab to continue entering information for this patient.

For a list of patients and their answers to prompts, print a Patient Prompts Report.

Adding Referral Information for a Patient
The Patient Information window’s Referrals tab allows you to document the referring doctor and hospital
when a patient is referred to your practice. You can also view the referral history of the patient. For
detailed information about Referral Relationship Management, see “Chapter 29: Using Referral
Relationship Management” on page 403.

Tip: To access a patient’s referral information from the Patient Clipboard, click the Referrals 8% tab in
the Patient information area.
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Before You Begin

» Set up referring hospitals, referring doctor classifications and referring doctors. See “Chapter 23:
Setting up Referral Relationship Management” in the Cornerstone Administrator’'s Manual for more
information.

To add referral information for a patient:

1. When a patient is referred to your practice, add a client record for the patient’s owner, if necessary,
and add a new patient record for the referred patient.

2. Inthe patient’s record, on the Patient Information window, click the Referrals tab.

E Patient Information for Maggie Mae

ID: 9030-1 Maggie Mae QK
Owners: Christopher . Struebing
Cancel

| Information | Letter Reminders | Call Backs Prompts{Notes ‘ Referrals

H
J )

Patient File
Identity doctors for this patient. wiew referral history Prescriptions
The primary doctor shows on the Patient Clipboard, referral history and revenue

Diactar | Hospital Primary | Thig wisit | Diagnosis
[=] x] °© O Py

Boston, Robert Burgess Equine L] Images
targan, Shane Whites Road Animal Hospital o )

Print Lakel
Personal wiew cetails

[ »

Send info via: email

1

Referrals tab on Patient Information window

In the Doctor field, select the referring doctor from the drop-down list.
4. If this referring doctor is the primary referring doctor for this visit, select the Primary option.

For each doctor (including the primary doctor) that you want to receive communications regarding
this visit, select the This visit check box.

6. Inthe Hospital field, select the referring hospital from the drop-down list.

Note: If an incorrect referral doctor or referral hospital is accidentally added to a patient’s record, the
invalid referral can be deleted by selecting the line and pressing CTRL+D. Once an invoice has
been created for the patient after adding referral information, you cannot delete the referral
information.

7. Click OK to save your changes, or click another tab to continue entering information for this patient.

Tip: When you are checking in a referral patient for a recheck, click the Recheck check box on the
Patient Check-in/out window. This will help you track your referrals appropriately (new or recheck).
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Adding a Pet Picture
For each patient added to Cornerstone, you can add a picture to display in the Pet Picture box on many
windows throughout Cornerstone.

| I® Patient Information for Casey

g 1D (15289 Cazey
. Owners: Kimberly Adams

Information Letter Remin:

[T temip | Des
You can also set up Workstation defaults to print a pet picture on the Boarding Check-in Report, Check-
in Report, Estimate, Invoice, Prescription Label, Rabies Certificate and Reminders.
Importing an Existing Picture
You can create a pet picture image in another program and then import the image into the Cornerstone
Pet Picture box. You can import image files in many different formats, including common formats such
as bitmap, JPEG and TIFF. The image can be imported from a CD/DVD or from other locations on your
hard drive or server.
To import a pet picture image:
1. Open the patient’s record in the Patient Clipboard, Patient Information window, Patient Visit List or

Patient File.

2. Right-click the Pet Picture box and select Capture > File.
Browse to locate and select the file to import, and then click Open. The image appears in the Pet
Picture box. (An imported picture replaces any existing image.)

Capturing a New Patient Picture Image

If you have a TWAIN-compliant image source (such as a scanner or a digital camera), you can capture a

new image and place it in the Pet Picture box.

Before You Begin

» You must use a TWAIN-compliant image source to capture a pet picture image.

To capture a new image with your TWAIN-compliant image source:

1. Open the patient’s record in the Patient Clipboard, Patient Information window, Patient Visit List or
Patient File.

Right-click the Pet Picture box and select Capture > TWAIN.
3. Choose your device from the Select Source dialog box.
The software for the image device you use opens.

4. Use the software as usual. Depending on your device software, the image may automatically be
placed into Cornerstone, or you may have to manually choose to return to Cornerstone.

Note: Cornerstone automatically resizes images to fit in the Pet Picture box.
5. When the image appears in the Pet Picture box, click OK to save it.

Editing a Pet’s Picture

If necessary, you can crop, rotate, adjust contrast and brightness, and make other modifications to a
pet’s picture.
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To edit a pet picture:

1. Open the patient’s record in the Patient Clipboard, Patient Information window, Patient Visit List or
Patient File.

2. Right-click the Pet Picture box and select Update. The image appears in the Image Manipulation
window.

3. From the Image Toolbox (shown below), select the image tool that you want to use to change the
image’s appearance.

4. To use atool, click its button. When you are done using the tool, click the button again to deselect
the tool.

5. When you are finished, click the Close button in the Image Toolbox and then click Yes to save your
changes.

Image Toolbox

ZoomIn & € Zoom Out
Zoom Any @ “ Mouse Driven Zoom
Fit to Window [Mll] | Actual Size
Magnifying Glass [t Advanced Magnifying Glass
El: Crop

Rotate 90 2k ¢ Rotate 180

Rotate 270 4 ¢ Rotate Any

Flip Horizontal /k = Flip Vertical

Contrast and Brightness -{-|-{ Contrast and Brightness Slider
Invert {3

Save As Undo All Changes

3‘% |
I I =

Close ...

Note: In the Image Toolbox, those buttons that do not apply to Pet Picture will be disabled.

Zoom QOptions

Zoom allows you to increase the detail of the image that can be viewed. When Zoom In and Zoom Out
are chosen, Cornerstone automatically makes the adjustment. When Zoom Any is chosen, a box will
display. Enter the Zoom percentage and click Apply. When Mouse Driven Zoom is selected, you can
click on an area of the image, and that area will be enlarged.

Fit to Window/Actual Size

The Fit to Window button places the entire image in your window. The Actual Size button displays the
image at 100% (as it will print).

Magnifying Glass

The Magnifying Glass button works like a magnifying glass. When this tool is selected, click on any

area of the image to view the area in great detail. When you are finished using the magnifying glass
feature, click the button again to turn off the option.

Note: You will not be able to crop an image if you have the magnify tool selected.
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The Advanced Magnifying Glass Settings button displays a dialog box that allows you to change the
settings of the magnifying glass tool. These settings are saved only until you close Cornerstone.

e The Height and Width fields set the height and width (in pixels) of the magnifying glass.

e The Zoom field determines the magnification of the tool. In the example below, the magnifying glass
would magnify the image eight times larger than the original size.

™ Magnify Advanced Settings

Height: 200

width: 2080

Zoom;

Magnify Advanced Settings dialog box

Crop

The Crop button allows you to cut out unnecessary parts of an image. To crop an image, click and drag
a square selection box around the part of the image that you want to keep. The image will automatically
be cropped.

Note: You will not be able to crop an image if you have the magnify tool selected.

Rorate

Using the Rotate buttons, the image can be turned by 90, 180 or 270 degrees. If you select Rotate Any,
you can enter the number of degrees you want to turn the image. Click the Clip check box if you want to
keep the image the original size. (When you clip, you may lose part of the image.) Click Apply to apply
your changes.

Rotate Any

. (] 8
Rotatior: =

Clip [F Apply

Cancel

Rotate Any dialog box

Flip

Using the Flip Horizontal button or the Flip Vertical button, the image can be flipped horizontally or
vertically.

Contrast/Brightness

To change the contrast and brightness of an image, click the Contrast and Brightness button. Position
the mouse in the image, click and drag up and down to adjust the brightness. Click and drag left and
right to adjust the contrast.

Sliding Scale for Contrast and Brightness

To change the contrast and brightness of an image using a movable slider on a scale, click the
Contrast and Brightness Slider button.

Invert

Click the Invert button to automatically invert the color in your image.

Cornerstone User’s Manual 71



Chapter 4: Entering Patient Information

Undo All Changes

The Undo All Changes button allows you to undo all changes you have made to the image during this
editing session.

Save As

1. To save the image to a file, click the Save As button.

2. Enter a name for the graphic and choose a file type. Supported formats include bitmap, JPEG,
JPEG 2000 and TIFF.

3. Click Save.

Deleting a Pet’s Picture

If you decide you no longer want to use a pet’s picture, you can delete it from the Pet Picture box.
To delete a Pet Picture image:

1. Open the patient’s record in the Patient Clipboard, Patient Information window, Patient Visit List or
Patient File.

2. Right-click the Pet Picture box and select Delete. A message appears asking you to confirm your
decision.

3. Click Yes.
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Patient Information Reports
Cornerstone includes several reports related to patient information.

To access Patient reports:
1.  Onthe Reports menu, sel

ect Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of Patient to expand the list of patient reports.

I® Report Search

(=15

Census Report

Checked-in Census Report

Deceased Patient Report
~-Initial Patient Setup
~-Micrachip ID Report
--Patient By Name Report
~-Patient Diagnosis Report
--Patient History Report
--Patient Prompts
--Patient Visit List Report
--Rabies Tag Report
--Reminder Letter Report
--Reminder Recall Report
--Reminder Report
--Tentative Medical Mote Report

Vaccine Tag Report

Description: List of patients without birthdates. Use to maintain patient records.

Search
D
Reports 396 reports shawn ANIMals Without Birthdates
expand all [[] & Hide locked reports
=
-Invantory Report fields
-Invoice Ttem - Client ID
b - Client Name
/ B-Patient S— \ - Telephone: primary phane and extensian
Animals Without Birthdates -
Animals Without Weight  Patient ID
Birthday Report - Patient Name
- Species

Voided Documents
\ Whiteboard Patient Orders Report
Whiteboard Patient Treatrments

Patient Advisor

Perfarmance Tracker
- Practice
~Prascription
-Referral

Animals Without Birthdates Report
Sorted By Client ID
Cliant ID Client Name Talaphons Patient ID  Patiant Name Spacias
10260 THRDO0 AU, Karyn (715) 675-1500 &xt. 102601 Rosis CANINE
10330 Troiman , Barabara (715) 855-5768 ext. 10330+ e FELINE
(715) 855-5768 103302 /%GDQG CANINE
1035 North, Lena (715) 7T62-0883 &L 10351 Hope CANINE
10285 Maxey, Bavarly (715) 791-1000 axt. 104851 A% CANINE
10482 ©’'Donovan, Cardel (715) 251-0255 axt. 04823 Chara CANINE
1mn AJOpToNs, Daanna (715) 7T98-797 0 &L 4P83-1 namp CANINE
(715) 799-7970 /’\ 1111120/ Adoplab-chowblond  CANINE
(715) 799-7970 /fmn AgOpKIVCUIS FELINE
(715) T99-797 § 1111100 Adop/pup/olack CANINE
(715) 798-797 0 T1111-59  Adop/KIVBI&W hita FELINE
(715) 795-7970 6502-300 Maya CANINE
11204 Collins, Khakd (715) TOh28, » 112043 Gypsey FELINE
(715) 791 -22g; 11204-2 Dicay FELINE
11249 o Maxie T 542 0 L 112401 Pat CANINE
11252, Hamsa 1;\\2:5 = 112524 Bugsy
1148 Bames, Garoling 1715133 1149-2 Gounlry

CANINE
GANINE

Patient Reports

Note: You can print or preview information for a range of patients (or other relevant filter).

5: Using Reports” beginning on page 81 for information.

Legend of Patient History Codes

See “Chapter

A legend explaining the codes in a patient’s history is on the bottom of patient record reports. These

codes include:

B = Billing charge

C = Medical note

CB = Call back

CK = Check-in

D = Diagnosis

DH = Declined to History
E = Examination

| = Departing Instruction
L = Lab result

Cornerstone User’s Manual

M = Image case

P = Prescription

PA = PVL Accepted

PB = Problem

PR = PVL Recommended

R = Correspondence

T = Image

TC = Tentative Medical note
W = Weight
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Use the Animals Without Birthdates Report to maintain your patient records.

Animals Without Birthdates Report
Sorted By Client ID

Client ID  Clizrt Name Telephane Patiert 1D Patiert Name Species

Animals Without Weight Report

16 Rainier, Julie 210 Mlisty Feline

Use the Animals Without Weight Report to maintain your patient records.

Animals Without Weight Report
Sorted By Client ID

Cliert 1D Cliert Mame Telephone Patient 1D Patient Mame Species

Birthday Report

16 Rainier, Julie 210 sty Feline

Use the Birthday Report to generate a list of patients and their birthdates. This report also includes
clients’ addresses so practices can send “birthday” cards to pets. Choose the type of owner to include

and the date range for the birthdates.

I Birthday Report Selection

Owner i

®

(O &Il active owners flagged for reminders

() Primary owher

Ok

Birthdate manth: |January v
Starting day: 1
Ending day: | 31 15

Marimum age: | 999 =

Birthday Report Selection dialog box

Patient Birthday Report
Sorted by Client ID

Cliert ID and Marne £ E-roail Address Patiert ID and Marme
Addresz SexfSpecies/Breed

City, $tate, Zip Bge and Birthdate

10 BebSmit A sammy

10 Mal st MakCanlieds marae
Fartiiar, T, 16111 214 Mo D5
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Census Report
Use the Census Report to track which patients have been checked into or out of your practice.

Census Report
Sorted By Client Last Name

Patiant 10 Patient Nams Dateln  Timeln Dste Out  Time Ot Duration Stsff 1D Remson
Cliert 1D 1320 Pobott, Alice
T Skippy 12M0/02  12:23 1 Recheck
Cliert ID 1256 Browm, Roland F.
[ Heko 12M10/02  12:56 1 Office Wisit

Total # of Patierts Checked In 2

Checked-In Census Report

Use the Checked-in Census Report to track patients currently checked into your practice. Use this report
to see a current status of checked-in patients and the rooms they have been assigned.

Checked-in Census Report
Sorted By Checked-In Date

Patiert 1D Patiart Name Date In Roorn Staff ID Reason
Client 10 555 Ryan, Jack and Cathy
555 Keller 2100 Exam 1 1 “redrhy Exam

Total # of Patients Checked In: 1

Deceased Patient Report

Use the Deceased Patient Report to list your deceased patients along with the owners’ names and
addresses. The report can be saved to a file in a .csv or a .txt file format. This allows you to send
sympathy letters or other correspondence to owners with deceased pets.

Deceased Patient Repon
Sorted By Client Last Name

Deceased

Cliert 1D Cliert Name Fatiert ID Patiert Name Species Ereed Date

13259 Acklin, Tiffany 200 Skipper Canine Beagle 051193

Initial Patient Setup Report

Use the Initial Patient Report - Species Prompt Report to see the species prompts currently set up in
your Cornerstone system. Print the Initial Patient Setup Report before setting up species and breeds.

Initial Patient Setup Report
Species Prompt Report

Species Prompt Tesxt Data Type Status
Canine Qutdoor pet “esfNo Active
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Microchip ID Report

The Microchip ID Report includes patients’ Microchip IDs and lists their owners, including owners’
addresses and telephone numbers. You can choose to print this report for active or inactive clients
and/or patients.

Patient Microchip ID Report
Sorted by Microchip

Cliert 10 and Narne Cliert Status Fatiert 10 and Mame
Bddress SewfSpecies

City, State, Zip Microchip 1D

Fhone Status

ZT0ET beely bkl Acthe 26293 Beanrzgard
11 Mkl Sond Loop Rd. %3 HNewkred MakCANINE

Ean Clalre, Wl 54703 D17T5328734)

{715, BEE-E055

Patient By Name Report

Use the Patient by Name Report to generate a list of clients and patients. Unlike the Client/Patient
Master Report, you can print a range of patients (using Patient ID).

Patient By Name Report

Patient Cliert
[{1] Fatient Marme 1] Cliert Name Telephione Species Breed
555 Keller 555 Ryan, Jack and Cathy (715%555-4532 Canine Mixed

Patient Diagnosis Report

Use the Patient Diagnosis Report to contact clients whose animals have been diagnosed with a specific
assessment to inform them of new medicines or treatments.

Patient Diagnosis Report
Sorted by Diagnostic Code

Client ID Cliert Name Patient 1D Patient Name Date Status
13901 Ear Mites

855 Ryan, Jack and Cathy 855 Keller 4700 T

556 Gail, Abby 556 Starbuck 4/18/00 F
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Patient History Report

The Patient History Report is useful when you want to view a patient’s complete history with your
practice. On the Patient History Report dialog box, you can choose the types of history to include in the
report.

I Patient History Report

Sort order

0K

Range

Drescription Starting value Ending walue | And/Or |
Patient 1D w8343 8343 ™M

Patient | v

History

Billing Shaow prices

Call Backs Llshow

Check In Hide: voided iterns
Cormespondence

Declined History Hide ‘whiteboard items
Departing |nstructions X X
Diagnosis Frint full page images
Estimates

Image Cases

Lab Results Select Al

Medical Motes

Patient Advizor Exams Deselect Al
Patient Images —

Prezcriptions
Froblemns
PL-Accepted
FL-Performed
FL-Recommended
Wital SignsSw'eight

Patient History Report dialog box

Selecting/filtering information for the Patient History Report:

In the Range area, to view history for a particular patient, type the patient ID (or press F2 to search
for and select the patient from the Patient List) in the Starting value and Ending value fields. To
view history for patients within a particular date range, type the applicable dates (or press F2 to
search for and select a date using the calendar) in the Starting value and Ending value fields.

Note: If a range is not specified, Cornerstone will include medical history data for all patients. If you
have a large database, this report may take a long time to generate.

In the History list, select the types of history information to include in the report (highlighted/shaded
lines are selected). Click Select All to select all types of history information in the list, or click
Deselect All to deselect all types.

Select the Show prices check box to include prices in the report.

Select the Hide voided items check box if you do not want to include voided items (e.g., voided
medical notes, voided vital signs sets, etc.) in the report.

Select the Hide Whiteboard items check box if you do not want to include Whiteboard medical
notes in the report.

Select the Print full page images check box if you want to include full page printouts of patient
images in the report.
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Patient History Report
Sorted by Patient ID
ODELL, Susan (11008) (715) 288-5223
Hannah (11009-3) FELINE DOMESTIC SHORTHAIR 11%rs 1 Mos. Spay
Date Type Staff History

21372007 B MW Dental Prophylaxis (GDP) by KMC
211372007 B MW 1.00 Baseline Bloodwork (PR) for §47 .92 by KMC
21312007 B MW 2.50 CC of PROPOFOL (18263) for $23.33 by KMC
211372007 B MW 1.00 ISOFLURANE ANESTHESIA (4110) for $42.20 by KMC
2(13/2007 B MW 1.00 DENTAL PROPHY (ROUTINE FELINE) (7560) for $38.19 by KMC
21372007 B MW 1.00 IV CATHETER AMD FLUIDS (FLU) for $41.32 by KMC
211372007 B MW 1.00 Fluoride Treatrment (75513 for $5.29 by KMC
211312007 B MW 1.00 HOSPITALIZATION (FELINE) (B0G0) for $36.70 by KMC
211372007 B MW 1.00 BOTTLE of Clindarmycin Aquadrops (178013 for §25.56 by KMC
211312007 B MW -1.00 Prophy Discount (PROPHY) for §-45.45 by KMG
211372007 B CA -1.00 Baseline Bloodwork (PA) for §-47.92 by DE
2(13/2007 B MW 10.00 Oral Surgery (3801) for $37.42 by KMC
143172007 B MW 1.00 Baseline Bloodwork (PA) for §47.82 by Sa
14312007 B MW 1.00 WELLNESS EXAM (2361) for $48.00 by SWia
143172007 B MW 1.00 EACH of FVRCP BOOSTER (1200) for §12 52 by SwiA
143172007 B MW 1.00 [None] of RABIES 2 YEAR BOOSTER (1300) for $13.18 by Sia,
13172007 B MW 1.00 OLMSTED COUNTY TAX (10051 far .50 by SWa

Patient Prompts Report
The Patient Prompts Report is useful when you want to view answers to a specific prompt.

Patient Prompts
Sorted by Patient ID
Prompt Answer
FPatient: 1000-1 Fluffy Client: 1000 Jones, Patricia
F i3 Prene ittt Boicyiage
Heariom P e vifte I PO
Specal Dkt 1l
Patient: 1008-1 Artie Client: 1008 Gonzales, Katherine
Spechl Dkt o

Patient Visit List Report
Use the Patient Visit List Report to print the Patient Visit List for a particular patient or patients.

Patient Visit List Report

Cliert 10 and Name: 17021  Kellw'Chud Floeter Patient ID and Name:  17021-3  Rudy
Address: 5045 26th Awve MUY Se: Meuter
Eau Claire, Wl 54703 Species/Breed: CANINE/TERRIER, YORKSHIRE
Age and Birthdate: 3 11 Moz, 92452005
Rev Staff
Date Type Status Ctr ftem ID Description ID Disc Tax CQuantity Price
08/25/20049 R Ps 2360 EXAMINATION M R N 1.00 $49.00
08/25/20049 R L 5240 EYE FLUORESCEIM STAIM M R N 1.00 $13.35
08/25/20049 R L 5415 SCHIRMER TEAR TEST M R N 1.00 $17.16
Total: $79.41
Discount: $0.00
Tax $0.00
Total: $79.41
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Rabies Tag Report

Use the Rabies Tag Report to print a list of patients who have received rabies vaccinations. This rabies-
specific report is useful for those practices that are required to submit rabies tag information to a state
agency.

Rabies Tag Report

THE ANIMAL MEDICAL CENTER
2536 Alpine Road
Eau Claire, Wl 54703

Cliert 1D Patiert ID Tag ID Staff ID
Client Name Patient Narne WAL date Staff Name
Bddress 1 Species/Breed Producer License #
Bddresz 2 SexsCurrent Wiight Lot #
City, State, Zip ColoriMarkings Exp date
Fhone Birthdate K or MLV
i i @ mw
Jee STerrl Farell Danry 12080007 Dr. Mark Flala DVR
452 Londkon Lake NV CANINERETRIEVER,GOLDEN Merlal

He v 70 ponc 150606
Ean Clalre, WI, 54703 Bt 12080000
715 2828435 10012000 I

Reminder Letter Report
Use the Reminder Letter Report to print a list of patients with overdue reminders.

Note: Equine practices can use the equine version of this report (in the Equine report group) to print a
list of patients with overdue reminders by barn or by trainer. Note that to use the barn or trainer range,
you must have the Show trainer and barn check box selected in Patient defaults.

Reminder Letter Report
Sorted by Client ID
Client 10 Client Mame Patient 10 Fatient Name ttem ID/Description Type Date
556 Gail, Abby
Phone: (71516557210
bitili] Starbuck 3218 Lyme Disease Second Wac L O41301

Reminder Recall Report
Use the Reminder Recall Report to print a list of patients who should be called. This report can be sorted
by client ID, client last name, invoice item description, invoice item ID, patient ID or reminder date.

Note: Equine practices can use the equine version of this report (in the Equine report group) to print a
list of patients, by barn or by trainer, who should be called. Note that to use the barn or trainer range,
you must have the Show trainer and barn check box selected in Patient defaults.

Reminder Recall Report
Sorted by Client ID

Cliert 10 Cliert Narme Patient 1D Patiert Name tzm ID/Description Type Date
fatate] Darsey, Doug
Phane: (7151555-1537

559 Olympic 4000 Rechead C 03M9/101
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Use the Reminder Report to print a list of patients with reminders. Only active animals are included by
default. Inactive or deceased animals are included only if selected when the filter is run. This report is
sorted by client ID, client last name, invoice item description, invoice item ID, patient ID or reminder date.

Note: Equine practices can use the equine version of this report (in the Equine report group) to print a
list of patients with reminders, by barn or by trainer. Note that to use the barn or trainer range, you must
have the Show trainer and barn check box selected in Patient defaults.

Reminder Report
Sorted by Client ID

Tentative Medical Note Report

Cliert 1D Cliert Mame Fatient IO Fatiert Mame ttermn ID/Description Type Date
552 Jacen, Adam and Leah
Fhone: (F15)555-07 33, ext 2607

553-1 Thursday 2232 FVRCP Second Vac C 040601

Use the Tentative Medical Note Report to print a list of patients with templates or comments in their
patient record that have been marked as tentative and still need to be finalized.

Tentative Medical Note Report
Sorted by Date

10:53 Ahd

Vaccine Tag Report

Patient Client
Date Informati D Staff ID TemplateNote
21442000 22795-3 Mouse 22705 b MakFiala D Feline Heuter

Use the Vaccine Tag Report to print a list of all vaccination tags (including rabies) that have been issued

by the practice.

Vaccine Tag Report

THE ANIMAL MEDICAL CENTER
2536 Alpine Road
Eau Claire, Wl 54703

Client 1D Patient ID Tag ID Staff ID
Client Hame Patient Hame VAC date Staff Hame
Address 1 Species/Breed Producer License #
Address 2 Sex/Current Weight Lot # Location of injection
City, State, Zip ColorMarkings Exp date
Phone Birthdate Vaccination Type
5426 9155 20765 LF
Fola Undenvood Lada 09/29/2009 Dr. Leslie Aelfrey, D
6223 W 120th Canine/Terier, Boston Ffizer
Spayed Femalaf22 pounds 714887 d
Eau Claire, Wi, 547032 Black & White 9/29/2010
(715) 621-0051 01/28/2006 Killed
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Once you have your IDEXX Cornerstone* Practice Management System up and running, you can use
Cornerstone data to analyze your practice and help you determine how to increase your profitability. The
data you need is easy to collect with Cornerstone reports.

About the Report Search Window
The Report Search window (Reports > Find a Report) allows you to search, browse, view details and
create a report—all from a single window. In addition, this window provides one-click access to view
samples of each report, which allows you to easily verify the contents and layout of a report before

creating it.

| o Report Search

B](=] %]

Search
Reports 296 shown INVOiCe Item Information Report
expand all [] & Hide locked reports
Reports Report fields
Appointment e ID
Boarding _ P
Client - Invoice Item Description: hospital description

Client and Patient Reports
Compliance

End of Day

End of Month

End of Year

#-Equine

Inventory

Invoice Ttem
~Compliance Report
~-Controlled Substance Report
~-Departing Instructions

oice Group Itemn Setup Report
oice Item Classification Setup Report

oice Item Dispensing Setup Report

oice Itern Information Report

~Invoice Item Price Information

~Invoice Itemn Reminder Information Report
~Invoice Itemn Sales Information

~Invoice Item Setup Report

~Invoice Item Tax Setup Report

~-Pick Ttem Setup Report
Lab

Patient

Patient Advisar
Performance Tracker
Practice

Prescription

- Referal

& -Snapshot

Staff

- Item Status: active or Inactive status

- Contr. Subs.: controlled substance Yes or No

- Dept. Inst. ID: 1D of attached departing instruction

- Special Action: type of special action

- Discount: name of discount assigned ta the invoice item

Description: Use to see what has been set up in the Instructions/Special Actians tabs (in the
Invaice Item Information window) for each item

Invoice Item Information Report
Sorted By Invoics Item Description

Tem invoica flem item  Contr. Dept Special Discount
L Description Status  Subs. \ny{'D Action

08125 Bac/Nea Pl HC Ointment .53 sotve No Emplayes Discowt
Bac/Nso/ PolyHO Oiniment 3.5 scve Prefansd Discount

95670 a'd Canine/Feline Can5.5 0z Bctve V?-\ Feeding Guide Software

2000 ABSCESS - LANCE & DRAIN e o s e

2801 Acsprom azins 10mg sctve \ Presscription Lebs!

e Aomeeding NS PrcronLon

2803 ACEPROMAZINE INJECTION IN

85170 ACL SURGERY <50L8 (s MEDS  Print Document

171 ACLSURGERY>50 sche”™ Mo MEDS Primt Documsnt

w011 Anipryl 5mg Empiyes Discount

o Mo
wirs AST S e Leb Paquset
.\\yua.__‘_.v.-,,,---n-‘-.,-.“,&ﬁ.—vﬁ,r"-_,-_l-,i.,n.w,.‘a-_.wl
+enlarge sample

Report Search window
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The Reports list displays all reports (or the results of a search) in a tree-style list, with all reports
displayed according to group. Report groups are shown on the first level of the tree, furthest to the left.
Reports (or in some cases, subgroups) are shown in the next expanded level.

. . RepOI'tS 396 shaown
When browsing through the Reports list to locate expand all [ @ Hide locked reports
Reports

a report, expand (and collapse) report groups as
needed:

Click the plus sign [+] to open a report
group and display the reports (or
subgroups) within it.

Click the minus sign [-] to close the report
group and hide the reports within it.

Click expand all or collapse all to quickly
expand or collapse all report groups at
once.

H-Appointment
~Boarding

-

i

Client

Client and Patient Reports
Compliance

End of Day

----- Charged on Account Report

----- Current Activity Report

----- Daily Audit Trail

----- Daily Deposit Report

----- Daily Discount Report - By Discount
----- Daily Discount Report - By Staff
aily Inv and PVL Entries

- Class
- Invoice

- Rev, Class

- Rev. Tnvaira

The Reports list serves as both a search results display and a browse tree. If a search has not been run,
all reports display in the Reports list by group, in alphabetical order (Appointment group, Boarding
group, Client group, etc.). If you have performed a search, the resultant groups are ordered according to
the search results ranking. For example, if the best match for a search on “PVL" is a report under the
End of Day group, End of Day displays as the first group, and so on.

Tip: At any time, you can click Reset to clear the search term and return the Reports list group order

back to its original alphabetical listing.

The Search Tool

Many staff members may find that using the search
tool on the Report Search window is the fastest way to
locate a particular report. Simply type a keyword or
phrase in the Search text box to filter reports to a
subset of matching results. Cornerstone searches for
your keyword in the report name, description, filters
and fields, and then displays the ranked results in the
Reports list.

The search tool uses a standard search syntax, similar
to common web-based search engines. It also has
thesaurus-like intelligence built in, so common
variations or abbreviations in Cornerstone will be
included automatically. For example, a search on
“dog” will automatically include “canine” in the search,
and a search on “PVL” will automatically include
“Patient Visit List” in the search.

Search results are first sorted by the report groups
that best match the search criteria. Then, each

Cornerstone User’s Manual

Search

services

Reports 57/105 shown | show all matches
l co“agsea“ I I:‘ % Hide locked reports

Reports

- Compliance

Services Sold by Staff Member (graph)
-~ 2nd |Services Sold by Staff Member

-~ 4th |Protocal Summary

~Client List (Missing Services)
~Client List (Services Provided)
~Missing Dependents
[=-Snapshot

ractice
3rd |Service/Inventory/Gross Sales for Practice
FH-Specias
Service/Inventory/Gross Sales for Species
é"'StaFF

‘-Service/Inventory/Gross Sales by Staff
[Z-Performance Tracker

-Doctor tab

----- Sth ' Top 15 Service Items for Doctor
Print Dactar Tab

E}---Reminders tab

[Eh-Patients over 1 year with services never

> ----- Patients Owver One Year Missing all selected services, ft
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matching report is listed within its expanded report group and sorted by closest to least-closest match.

The 1st, 2nd, 3rd... icons indicate the top five reports that match your search criteria, with the top
ranking report automatically selected in the tree.

If your search generates a large number of matching reports (as often happens when searching on a
commonly used keyword, such as “services”), Cornerstone lists only the best matches to save you time
in locating the desired report. The #/# shown indicator shows the number of best-matching reports
displayed, out of the total number of matching reports (e.g., 57/105 shown). If desired, you can click
show all matches to display all matching reports. To return to the list of best matches only, click show
best matches.

Additional notes for searches:

¢ If you know the name of a frequently used report, type all or part of the report name in the Search
text box to quickly locate the report.

e You can type up to 100 characters in the Search text box.

e Atanytime, you can click Reset to clear the search term and return the Reports list group order
back to its original alphabetical listing.

Advanced search tips:

e Phrase searches — Type words within quotation marks to search for multiple words in exact order.
For example, “price change reason” gives different results than price change reason.

e Boolean searches — The operators AND, OR and NOT are supported in uppercase, with grouping
supported using parentheses. For example, you might search on (daily OR monthly) AND “sales
tax” to find reports that include sales tax information—specifically daily or monthly reports.

o Filtered searches — Place a plus sign (+) in front of an essential word that is required in the search.
Place a minus sign (-) in front of a word to prohibit the term from the search and narrow the results.
For example, -month +“deposit report” will filter out monthly reports from your search of deposit
reports.

Locked Reports

The Cornerstone Security Setup feature allows an administrator to specify report access permissions for
each staff member. By default, in the Reports list, locked reports for the logged-in staff member are
designated by a small lock (=1 icon displaying to the left of the report name. If you click on a locked
report, the report’s details and sample display as usual, along with a note indicating that you do not
have permission to run this report (the Create report button is disabled for locked reports).

Reports 146 shoun  show bestmatches ST COMMission Percentage Report
collapse all B i (e eyt

- Staff
H 3rd |Staff Surnmary Report

N
rl‘J rou do not have permission to run this report. Checlkowith your administratar for access J

SECTTMY <t ff Commission Percentage Report
5th)Staff Phone List Reportfields

--Staff Definad Prompts Report - Veterinarian
nitial Staff Setup Report - Default Commission Percentage

taﬁ‘ Class Commission Percantage Report - tem Classification
EH-Patient Advisor - tem Subclass

- tem ID

- tem Description

- Darrantana

~Diagnosis by Staff

. Reminders by Diagnosis
-End of Month

If you select the Hide locked reports check box, reports for which the staff member does not have
access permissions (locked reports) are removed from the currently displayed Reports list. When
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running a report search, this narrows the search results to display only those reports that are accessible
by that staff member.

Tip: If the Hide locked reports check box is selected, the number of hidden reports, if any, is displayed
in parentheses ( ).

The Report Details and Sample Area

When you select a report in the Reports list, the Report Details area in the right pane displays report
information and a segment of a report sample. This allows you to quickly verify the report contents and
layout before electing to create the report.

Note: Report details and a sample are not available for custom reports created by your practice using
the Client and Patient Report Builder.

Sales Tax Summary - By Revenue Center L For each feport, you can view:
Report fields . Report fields

- Revenue Center

- Tax Description . Report description

- Current Tax Rate: tax percentage
- Taxable Sales: total net sales that had taxed applied

- Total Tax Amount; taxable sales, multiplisd by current tax rate. ° Any calculations used in the report
- Total: sum of current revenue centers total tax amount

. Report sample segment
Description: Shows how much sales tax was collected by revenue center. This repart ° FU” page Sample pl’eVIeW

can not be printed fram current. . . )
(accessible by clicking + enlarge sample)

Sales Tax Summary by Revenue Center Report
Daily - Closed Invoices
Friday, February 26, 2010 10:10 am through Friday, February 26, 2010 10:20 am
Tax Current Tax Aaxaple Total
Description Rate S Tax Amount
‘Animal Emergency Hospital
Sales Tax V) 324021 $16.82
County Tax 05 424031 §1.21
S Total: $18.03
Hospital \
Sales Tax \\; 3340.00 24,44
County Tax 5 $349.00 $1.75
N Total: 526.19
Surgical Genter
Sales Tax Y \ 7 434110 42388
Gounty Tex N 05 334110 §1.71
~— Total: §25.50

R - T LT

+ enlarge sample

Creating a Report
Note: The steps below apply when creating a single report. To print multiple selected End of Period
reports at once, select Reports > End of Period, and then select End of Day, End of Month or End of
Year. See “Section 6 — End of Period Processing” in the Cornerstone Administrator’'s Manual for
information.

To find and create a report:
1.  Onthe Reports menu, select Find a Report. The Report Search window appears.
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I Report Search E]@

Search

| | G &5

Reports 396 shown

expand all [[] @ Hide locked reports

Reports

H-Appointrment

[#-Boarding

- Client
[#-Client and Patient Reports
- Campliance Select a report to view more detail and a sample
[#-End of Day
[#-End of Manth
[#-End of Year
[#-Equine
F-Inventary
[F#-Invoice Ttem
#-Lab

4} Patient

- Patient Advisor

- Perfarmance Tracker
[#-Practice
[#-Presoiption

- Referral
F-Snapshot

[+ staff

Report Search window

Do one of the following to find the desired report:

In the Search text box, type a search keyword or phrase and click Search. The top five report
matches are displayed in ranked order within their expanded report groups. The top ranking
report is automatically selected in the tree. (See “The Search Tool” on page 82 for more
information.)

In the Reports list, click a plus sign [+] to open a report group and display the reports (or
subgroups) within it and browse through the reports. (See “The Reports List Area” on page 82
for more information.)

Click on a report in the Reports list to view the report details and a sample in the right-side pane.

If desired, click +enlarge sample (located below the report sample image) to view a full-page
preview of the sample report.

To create a report, double-click the report name in the Reports list or highlight it and click Create
report. (Note: For Inventory reports, click Create report and then click Run.)

Depending on the type of report you are creating, different options are available:

For standard Cornerstone reports, a Filters dialog box appears. If applicable, set the sort order
and specify a range to filter the information that displays on the report. See the “Filtering
Information in Reports” section that follows for more information.

For Boarding reports, the Boarding Reports dialog box appears. Press F1 on this dialog box for
help with setting the Boarding report options.

For Client and Patient reports, the Custom Client and Patient Reports dialog box appears.
Click Update to change the highlighted report’s selection criteria, or click Run to create and
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preview the report. See “Custom Client and Patient Report Builder” on page 91 for more
information.

o For Compliance reports, the Compliance Assessment Tool wizard appears. See “Chapter 26:
Compliance Assessment Tool” in the Cornerstone Administrator's Manual for information on
generating Compliance reports.

e For End of Day, End of Month and End of Year reports, select the period you want the report
to reflect. For most reports, you can print information for more than one continuous period. To
do this, click the earliest period and then press and hold the SHIFT key while you click the last
period. All of the periods in between are highlighted. See “Section 6 — End of Period
Processing” in the Cornerstone Administrator's Manual for information on printing End of Period
reports.

Note: For End of Period reports, if a Filters dialog box is available for the report, it appears after
clicking Preview, Print or Save As.

e For Inventory reports, the Inventory Reports window appears. With the desired report
highlighted in the list, click Run. If applicable, set the sort order and specify a range to filter the
information that displays on the report. See “Inventory Reports” on page 329 for more
information on Inventory reports.

e For Performance Tracker reports, the Performance Tracker window appears. See “Chapter 27:
Cornerstone Performance Tracker” in the Cornerstone Administrator's Manual for information on
generating Cornerstone performance tracker reports.

e For Snapshot reports, the Snapshot Options dialog box appears. See “Viewing Report
Snapshots” on page 95 for information on setting up and printing Cornerstone snapshot
graphs.

7. For standard Cornerstone reports, do one of the following:
e (Click Preview to view the report in the Reports Preview window.
e Click Print to set print options and print the report.

e (lick Save As to specify a file name and type for saving the data to a file.

Filtering Information in Reports
There are several reasons why you may want to print a portion of a report (or filter report information):

e You may not need all of the information contained within the report. (For example, you may want to
print a report for invoice items with a specific class.)

e You have a large database and your printer cannot print the entire report at one time. (You can print
a portion of the report before printing another portion.)

What Are Filters?

Filters control the range of data included in a report. Different reports have different filter options (and
some reports do not have filters). The filter options allow you to narrow the focus of a report. Narrowing
the focus of a report is especially useful if you have a large database and are printing a report that
contains a lot of information (like the Client Account Report, Patient History Report or Sales Information
Reports).

If the report you select has filters, the Filters dialog box automatically appears when you click Create
report.
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Here is an example of a Filters dialog box for the Rabies Tag Report:

I® Rahies Tag Report
Sort order
D ate lzsued |

Erint
Range
Drescription | Starting value Ending walue | And/Or | B de

Lt Mumber w
Include oid |
Lat Mumber
Practice [D
Species 1D

L _|TaglD w

Using Filters

The Sort order determines the order for displaying information in the report.

The Range allows you to filter the information to narrow the amount of information that appears in the

report.

¢ Inthe Description box, you will find the filters available for this specific report.

¢ Once you have selected the filter Description, type (or press F2 to select) the Starting Value and
Ending Value. (For example, if you want to print a report listing information for a specific date, type

the same date in both fields.) A few reports use filters that require a letter code. The table below
shows these letter codes.

Filter Letter Code

Reminder Type C = Call
L = Letter

Invoice Item Type S = Service items P = Pick items
I = Inventory items D = Dispensing items
G = Group items

e You can select more than one filter for a report. If you use multiple filters, you must select And or Or
at the end of a row before beginning a new row.

Note: If you leave the filters blank, the report prints all of the available information.

Using And/Or Statements
You must use And/Or statements if you want to use multiple filters. And/Or statements tell Cornerstone
to find information that meets the selected conditions.

e If you select And, Cornerstone includes information that meets both criteria.
e Ifyou select Or, Cornerstone includes information that meets either of the criteria.

For example, you could set the following filters for the Rabies Tag Report:

Description Starting value Ending value | And/Or
Date Issued 01/01/09 12/31/09 AND
Tag ID 500 1000

In this scenario, you would generate a report of rabies tag information of only those rabies tags issued
on January 1, 2009 through all of December 31, 2009 that have a tag number between 500 and 1000.

Cornerstone User’s Manual 87



If you choose:

Description Starting value Ending value | And/Or
Date Issued 01/01/09 12/31/09 OR
Tag ID 500 1000

Chapter 5: Using Reports

In this scenario, you would generate a report of rabies tag information from all rabies tags issued on
January 1, 2009 through all of December 31, 2009, as well as any rabies tags with an ID between 500
and 1000 (issued on any date).

Controlling How Information Appears in Reports

The previous section discusses how you can narrow what information is included in a report. This
section discusses how the information you have selected actually appears.

The sort order determines the order that information appears in the report. If you sort by a name,
Cornerstone starts at the beginning of the alphabet. If you sort by a date, the earliest date appears first.
If you sort by ID, however, you may see information that does not appear to be sorted “numerically.”
This special case is discussed next.

How Cornerstone Sorts IDs

If you are sorting by ID or using ID as a filter, the Cornerstone system uses an alphanumeric sorting
process (which lets you use alphanumeric IDs if you want). This means, however, that Cornerstone
treats numbers like letters when it sorts based on IDs. (This is the same way a dictionary sorts entries.)

When you look at a report, the IDs may not appear to be sorted “numerically.” The ID 70 appears after 1
and before 2. If you want a “numerical” sort, you must set up your IDs starting at a large enough number
that digits will not have to be added. For example, setting your client IDs to start at 1000 allows your

practice 9999 IDs before another digit is required (10000).

This is an example of the way Cornerstone sorts IDs:

In the dictionary: In Cornerstone:
b 1

ba 10

baa 100

baab 1001

baac 1002

C 2

Previewing Reports

In Cornerstone, the Reports Preview window allows you to:

¢ Quickly check data before proceeding with another procedure (such as using the Deposit Report to
balance your cash drawer during the day).

e View information for one client, invoice item or other Range option.

e Check information before printing (to save paper).

Note: You can preview only one report at a time.
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To preview a report:
1. Create the report.

2. Depending on the type of report, set any applicable filters or select the applicable processing period
(for End of Period reports).

3. Click Preview.

The report appears in the Reports Preview window.

| o Reports Preview E]@

[ Print.... ] [ Save. l I Cancel 1 SEéEDClET:FlUSH 1P:|ge1

Initial Client Setup Report
Client Defined Prompts

Prompt Data Type Status

Attention Character Aotive
Employer Character Active
Prefered Doctor List Active
Pramation Code Humber Active

Spouse's Employer Character Petive

Reports Preview window

Note: Inventory reports are displayed in a different preview window. See “Inventory Reports” on
page 329 for more information.

4. To maximize the window to view a larger area of the report, click the Maximize @ button in the
upper right corner of the Reports Preview window. To resize the window to view a larger area of the
report, move the cursor to an edge of the window (the cursor changes to an arrow), and then click
and drag the edge to resize the window.

5. At this point you can click Print to print the report, click Save to save the report as a file for use with
another program, or click Cancel to close the Reports Preview window.

Printing Reports
Often you will want to keep a hard copy of information, such as End of Period reports or a Reminder
Recall report.

Before You Begin

» Assign the printer to print the report or assign the default printer. See “Assigning Printers in
Cornerstone” on page 23.

To print a report:

1. Create the report.

2. Depending on the type of report, set any applicable filters or select the applicable processing period
(for End of Period reports).

3. Click Print.

Depending on the report you are printing, the Cornerstone Print Options dialog box may appear (not
all reports offer print options).
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I® Cornerstone Print Options

Frinter: Dell Laser Printer ok

Copies: fi el
Page range
[OF1] Frinter...
() Cument page

(O Pages:

Al

Enter page numbers and/or page ranges separated by
commas. For example, 2,5,8-10

[CIPrint ta file Collate copies

Frint: | All Pages in Range v

Cornerstone Print Options dialog box

Note: The report print options for Inventory reports appear in a different dialog box. See “Inventory
Reports” on page 329 for more information.

If necessary, on the Cornerstone Print Options dialog box, change the number of copies to print, set
specific pages to print or select to print odd or even pages only (for double-sided printing).

To change the printer selection for a single report, click the Printer button, select a printer from the
list, and click OK.

Click OK to print the report.

The report prints on the printer assigned for the report or the default printer if no printer has been
assigned.

Saving a Report to a File
If you want to be able to import Cornerstone data into another program (such as a spreadsheet or word
processing program), you must save the report as a file.

You can save the report in any of the following formats: .txt, .xls, .csv, .slk, .wks, .wk1, .dif, .clp, .psr or
.dbf.

To save a report as a file:

1.
2.

Create the report.

Depending on the type of report, set any applicable filters or select the applicable processing period
(for End of Period reports).

Click Save.

The Save As dialog box appears.
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Save As..
Savein: | [ Cstone V Q ¥ -
|Z)Acrobat |ZhGraphs

I)ADS |)Images

|[)CCWare ICIIRE

|DailyCC |CiLabResxx

|)Filtermodule IiLib

|)GLFiles |[Z)Patient CD Resources

[«] [2]
File name:
Save as type: | Test Farmat % TXT) v

Text Format [* T=T]

Ewxcel Format[*+<L5]
Comma Separated(”.cav]
Microzoft Multiplan(”.zlk)
Lotuz 1-2-3 [*whks)
Lotuz 1-2-3 ["wk1]

[rata Interchange(”.Dif)
Clip Board(*.clp]
PowerSoft[* Par]
dBASE-/Il Format(* DEF)

Save As dialog box

Note: The save options for Inventory reports appear in a different dialog box. See “Inventory
Reports” on page 329 for more information.

4. Select a location in the Save in drop-down list or the browsing area below it.
In the File name text box, type a name for the file.

6. Inthe Save as type drop-down list, select a format in which to save the file. By default, Cornerstone
will save the report as a .ixt file.

7. Click Save.

Saving a Report as a PDF File

Using the Printer Selection dialog box to select the Cornerstone PDF printer, you can save a report in
PDF format and use the document with other software or as an email attachment.

To save a report as a PDF file:

1. On the Cornerstone Print Options dialog box, click Printer.

2. Select Cornerstone PDF and click OK.

3. Click OK in the Cornerstone Print Options dialog box. The Save As dialog box appears.
4

Select a location in the Save in text box or the browsing area below it, type a name in the File name
text box, and click Save.

Custom Client and Patient Report Builder

You can create your own reports with the Custom Client and Patient Report Builder and narrow the
scope of your report based on selected criteria (for example, client sales, postal codes and patients’
species). Name and save your custom report to use in the future. The report can be printed, saved as a
file, or used to print mailing labels.

To create a new report:

1. Onthe Reports menu, select Client and Patient Report Builder.

2. Click New. The New/Edit Custom Report window appears.
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I® Hew/Edit Custom Report E]
Report name: Report of Sales between $400 and $500
List results in order of; | Client 1D v: Range: o [] Show clients only
Client Information Patient |nformation
Date record created: 00/00/0000 2 to 00/00/0000 (o Client balance
Under 30 days | Greater than
Last invoice date: 00/00/0000 (4 to 000070000 (& 30-50 days Greater than

B0-90 days Greater than
Mumber of patients to 90-over days  |Greater than
Totalhalance  [Greater than

AAAAR

Sales this year, $400.00 to $500.00
Sales last year. to
Credit code: |[Mone] [» [ Include inactive clients
Postal code Client classification
. Local Pet Business ~
54703, Eau Claire Mail Trims Only
obsolete accnt #
O § PLAN
Pet Owner
Professional Referals |
Referal b

New/Edit Custom Report window

In the Report name field, type a name for the report. Required.

From the List results in order of drop-down list, select the order in which you want to display the
results.

5. Inthe Range field, enter a range if needed.

6. To build a client report, click the Client Information tab (shown above) or to build a patient report,
click the Patient Information tab,

7. Enter the selection information you want to use to build your report. For specific report results, enter
detailed criteria. See “Custom Report — Client Information Tab” on page 93 and “Custom Report —
Patient Information Tab” on page 94.

For example, to search for clients who spent between $400 and $500 this year, enter the dollar
range in the Sales this year fields. To narrow the scope of the report, select clients who spent
between $400 and $500 and live in a specific postal code area.

8. Click Save to save your report criteria or click Cancel to exit without saving criteria.

To print a custom report or print mailing labels based on a report:

When you preview a custom report, you can print the report, print mailing labels based on the report or
save the report as afile.

Tip: The mailing label option uses Avery® 5160 labels.

1. Onthe Reports menu, select Client and Patient Report Builder. A list of saved custom reports
displays.

2. From the list, select report and click Run. A preview of the report appears.
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3. Choose one of the following options:

e Click Print to print the report and click OK.
e Click Labels, select the printer on which you want to print labels and click Print.

e (lick Save to save to afile. Type a file name, choose a file format (.txt, .csv, etc.) and click
Save.

To change report criteria:

1.

On the Reports menu, select Client and Patient Report Builder.

2. Select the report you want to change and click Update.

3. Make changes and click Save.

To copy a report:

To save time, you can copy an existing report and modify the criteria. Both the original report with the
original criteria and copied report with modifications are saved and included in the Custom Reports list.

1.

N o ok 0N

On the Reports menu, select Client and Patient Report Builder.

Select the report you want to modify and click Copy.

Type a name for the modified report.

From the List results in order of drop-down list, select the order you want to display the results in.
In the Range field, enter a range if needed.

Change the selection criteria on the existing report as needed.

Click Save to save the copied report or click Cancel to exit without saving the report.

Custom Report - Client Information Tab

I® New/Edit Custom Report E]
Repart name: Repart of Sales between $400 and $500
List results in order of: | Client 1D ~| Range: to [ Show clients only
Client Information | Patient Information
Date record created: 00/00/0000 (4 to 00/00/0000 (2 Client balance
Under 30 days | Greater than
Last invoice date: 00/00/0000 (24 to |00/00/0000 (& 30-60 days (Greater than

60-90 days Greater than

Mumber of patients: to 90-cwver days Greater than

ARAAR

Totalbalance  [Greater than

Sales thiz year. $400.00 to $500.00
Sales last year. to

Credit code: | [None) 2 [] Include inactive clients

Postal code Client classification

. Local Pet Business ~
54703, Eau Claire Mail Trims Only

obsolete acont #

O § PLAN

Pat Cwner

Professional Refenal:

Feferral b

Client Information tab of the Client and Patient Report Builder

Date record created: Includes client records based on the date the client record was created in the
software.
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Last invoice date: Includes client records based on the date that the last invoice was generated for
a client.

Number of patients: Includes client records based on the number of patients owned (in whole or in
part) by a client.

Sales this year: Includes client records based on how much they were charged for products and
services year to date.

Sales last year: Includes client records based on how much they were charged for products and
services during the previous calendar year.

Credit code: Includes client records based on the credit code on the client record.

Postal code: Includes client records based on the postal code on the client record. One or more
postal codes may be selected.

Client balance: Includes client records based on the balance owed in a selected time period. Enter
a dollar amount and choose whether you want to include clients with a balance greater than, less
than or equal to the amount entered.

Include inactive clients: Click this check box to include inactive client records in the report. If this
box is not checked, only active client records will be included in the report.

Client classification: Includes client records based on the client classifications on the client record.
One or more classifications may be selected.

Custom Report - Patient Information Tab

I® Hew/Edit Custom Report E]
Report name:

List results in order of; | Client ID v Range: to

Cancel

Client Information Patient Information

Date record created: |00/00/0000 (&) 1o 00/00/0000 F
Last visit date: |00/00/0000 (& to 00/00/0000

Birth date range: |00/00/0000 £ to |00/00/0000 F&

3 (B

[ Include inactive patisnts [ Include deceased patients

Species Breed Sex Patient classification

AVIAN ») Male #| |Addisson I~

Anaphylactic Reactions
CAMINE Femal

emee L Anesthesie Risk 1

CHINCHILLA Spay BITER/BEWARE
CASH LARGE Meuter BFR Only
CASH SMALL vl Mare s| |Breeding vl
Items included in patient history Items not included in patient history
Itemn 1D Description Item 1D Description
Date range of items: 00/00/0000 to |00/00/0000 Date range of items: |00/00/0000 to 0040040000
[ tatch all citeria [ tatch all criteria

Patient Information tab of the Client and Patient Report Builder

Date record created: Includes records based on the date the patient’s record was created in the
software.
Last visit date: Includes records based on the date patient was last seen.

Birth date range: Includes records based on patient birth dates.
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Include inactive patients: Click this check box to include inactive patients in the report. If this box is
not checked, only active patients will be included in the report.

Include deceased patients: Click this check box to include deceased patients in the report. If this
box is not checked, deceased patients will not be included in the report.

Species: Includes records based on the species on the patient record. One or more species may
be selected.

Breed: Includes records based on the breed on the patient record. One or more breeds may be
selected.

Sex: Includes records based on the sex on the patient record. One or more sexes may be selected.

Patient classification: Includes records based on the classification on the patient record. One or
more classifications may be selected.

ltems included in patient history: Includes records based on whether an invoice item is found in
the patient’s history. Press F2 to select from a list of items used at your practice. You can also enter
a date range for the items. Click the Match all criteria check box if you entered more than one item
and want to include only patients that have all of the items in their patient record. If this check box is
not selected, patients who have at least one of the items listed, but not necessarily all of them, will
be included in the report.

Iltems not included in patient history: Includes records based on whether an invoice item is not
found in the patient’s history. Press F2 to select from a list of items used at your practice. You can
also enter a date range for the items. Click the Match all criteria check box if you entered more than
one item and want to include only patients that have none of the items in their patient record. If this
check box is not selected, any patient who has at least one of the items listed will not be included in
the report.

Viewing Report Snapshots

A snapshot is a quick picture of your practice’s activity. To make a snapshot, Cornerstone takes data
from End of Month processing periods and graphs the information. You see the results immediately!

Using the Cornerstone snapshot feature, you can select the type of data to display and how you want
the data displayed.

Tip: You can view samples of snapshot graphs on the Report Search window (select Reports > Find a

Report) by clicking on a report in the Snapshot report group. The report details and a sample display in

the right-side pane.

Before You Begin

» Aninitial End of Month report must be processed before using Cornerstone’s snapshot feature for
the first time.

To view and print a snhapshot graph:

1. On the Reports menu, select Snapshot. The Snapshot window appears.
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™ Snapshot E]@
[ Options l [ Frint ] Type: |3D Colurnn M | Cloze

Net Sales, Payments For Practice

20000

15000

100004

5000+

Arnount In Dollars

Diate: 10/31/2007
Payments = 18,773.73 '

10/07
ECQP

B Net Sales [  Payments ‘

Snapshot window

2. Cornerstone automatically displays the last graph viewed on this computer. You can change the
way the graph appears by selecting a different option from the Type drop-down list.

3. To view different data, click Options. The Snapshot Options dialog box appears.

™ Snapshot Options
Snap shot
Graph: | Met Sales, Payments For Practice M
Period 1: Clozing Processed b]
10/31/2007 Wednesday, October 31, 2007 02:34 P =
v
a I | B

Dizplay

Type: | a0 Column M Gridlines Print In Colar

Dizplay Details

Snapshot Options dialog box

4. Select the Group from which to gather data: Practice, Species or Staff.
e If you select Species, you must enter a species ID.
e If you select Staff, you must enter a staff member’s ID.

5. Select the data to Graph. See “Available Snapshot Graphs” on page 97.

6. Select the Period(s) from which to gather data. If you want to view data for more than one period,
click the first period, press and hold the SHIFT key and click the last period. All of the periods in
between are highlighted.

Note: If you use multiple periods, they must be contiguous.

Note: The periods and data are taken from EOM closings; select Current to see data from the
current period.

7. Inthe Type drop-down list, select the display type. See “Snapshot Graph” on page 98.

8. Clear the Gridlines check box if you do not want to view gridlines in the graph.
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9. Clear the Print in Color check box if you have a color printer, but do not want the graph to print in
color. (You do not have to clear the Print in Color check box if you are using a single-color printer.)

10. When the mouse pointer is over a graphical depiction of data, a floating pop-up box displays the
EOM closing date and the actual numerical value represented. Clear the Display Details check box
if you do not want the pop-up box to appear.

11. Click OK. The snapshot appears.
12. Click Print to print the graph to the default printer.

13. Click Close to close the Snapshot window.
Available Snapshot Graphs
Practice

Within the selected period(s):

e Active, Inactive Clients for Practice shows the number of clients in your practice, broken down by
active and inactive clients.

e Average Net Invoice by Practice shows the average net invoice amount for all invoices (after taxes
and discounts).

e Current, 30 Day, 60 Day, 90 Day Breakdown for Practice shows all client’s A/R balances, broken
down into Current, 30, 60 and 90 day balances.

e Net Income for Practice shows the net income for your practice (after taxes and discounts).

¢ Net Sales, Payments for Practice shows all sales and client payments made.

¢ Number of Invoices by Practice shows the number of invoices processed.

¢ Number of New Clients for Practice shows the number of new clients entered into Cornerstone.

e Service/Inventory/Gross Sales for Practice shows the dollar amount of your practice’s service,
inventory and gross sales.

Species

For the selected species and within the selected period(s):

o Active, Inactive, Deceased Patients by Species shows the number of active, inactive and
deceased patients.

e Average Invoice by Species shows the average invoice amount.
¢ Number of Invoices by Species shows the number of invoices processed.

e Service/Inventory/Gross Sales for Species Dollar shows the amount of service, inventory and
gross sales.

Staff

For the selected staff member and within the selected period(s):

¢ Average Invoice by Staff shows the average invoice amount a specific staff member billed.
¢ Number of Invoices by Staff shows the number of invoices posted.

e Service/lnventory/Gross Sales by Staff shows the dollar amount of a staff member's service,
inventory and gross sales.

Cornerstone User’s Manual 97



Chapter 5: Using Reports

o Total Sales for Staff shows the dollar amount of a specific staff member's gross sales (before taxes
and discounts).
Snapshot Graph Formats

You can display a snapshot in any of the graph formats listed below. Regardless of the chosen format,
the data will remain the same.

Note: You can change the type of graph in the snapshot window by selecting a different type.
There are three basic parts to a graph: the series, the categories and the values.

e The series are the set of data points represented by color on the graph. Many graphs have multiple
series: red, green and blue. The legend explains which data is represented by each color.

e The categories are the divisions of data. Snapshot only uses EOM closing periods and the current
period as categories.

e The values are the numerical values of the data displayed. This may be an amount (in dollars) or a
number (of patients).

Note: If you print snapshots to compare different staff member or species data, make sure that the
values and categories are equivalent before comparing the printed graphs.
Bar and Column Graphs

Bar and column graphs are typically used to display noncontiguous data. The only difference between
bar and column graphs is their orientation; in bar graphs data values are plotted along the horizontal (X)
axis and categories are plotted along the vertical (Y) axis. Column graphs display the data values along
the Y axis and categories along the X axis.

Types of bar graphs: C
bar, stacked and 3D stacked. L
(A 3D bar is also available.) [

Value

Types of column graphs:
column, stacked and 3D stacked.
(A 3D column is also available.)

Line Graphs

Line graphs are typically used to display continuous data. The values appear on the vertical (Y) axis and
the categories (EOM closing periods) appear on the horizontal (X) axis. If a snapshot includes multiple
line graphs, a legend that identifies what each line represents appears.

A line graph shows one set of
data with each line. ﬁx‘"

End of Month period
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Chapter 6: Using the Appointment Scheduler

This chapter includes information on scheduling appointments and other daily usage tasks in the

Appointment Scheduler. For information on the steps required to set up the Appointment Scheduler in

Cornerstone, see “Chapter 12: Setting Up the Appointment Scheduler” in the Cornerstone

Administrator’'s Manual.

Overview

The Appointment Scheduler is used to track patient appointments. Once you have completed the

Appointment Scheduler setup tasks covered in the Cornerstone Administrator's Manual, you can begin to

use the Appointment Scheduler for daily scheduling tasks.

This chapter covers the following tasks to help you get started using the Appointment Scheduler:

e Accessing the Schedule for Today window

o Viewing a selected staff member’s schedule

e Scheduling and managing appointments

¢ Maintaining and using the Tickler file

e Viewing the weekly schedule

e Finding available appointment times

e Locating a patient’s appointment

e (Checking in a patient from the Appointment Scheduler
e Blocking unavailable appointment times

e Printing the daily schedule of appointments

e Purging old appointments

e Viewing and printing the various reports available for the Appointment Scheduler

About the Schedule for Today Window
Accessing the Schedule for Today

The Schedule for Today window is the main Appointment Scheduler window used for scheduling and

tracking patient appointments.

To open the Schedule for Today window:
» Do one of the following:
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e On the Patient Clipboard, in the Client information or Patient information area, click the

Scheduled Appointments tab, and then right-click within the tab and select New or

Update.
o Click the Schedule for Today toolbar button.

¢ On the Activities menu, select Appointment Scheduler > Schedule for Today.

¢ On the Invoice window, click the Make Appt button.
The Schedule for Today window appears.

il Wednesday, July 01, 2009 E}@]
0/0 ) Suite: : Template: )
Jones, Dy, Fred | | Default Suite | MW F | From: 8:00 am To: 5:00 pm
Time Dr. Jones [, Carson Bl
10
-
30
P Check In
50
1:00| Aldridge. James 0 /
10 . /
2014 () Brighton, Betty (ol |
40 [ o[#
Find
2.00|Bening, Clark & Suzy | ®
10| Bristal 1 / -w
E
& O | |/
40/ |
;
200/ Marvin, Tony [Sunshine) /
0
i
50
.0 i
10 4
E
30
40
50
500 ™
= e
) Display staff
R l IFr Py ] [ e Py ] [ Ee ] [ WD) I

Schedule for Today window

When you open the Schedule for Today, you see the current schedule for the day. Each box represents
one time unit (either 10 or 15 minutes, depending on how you have set up your practice hours). Notice
that the rooms run along the top of the schedule and the times along the left side. Times allocated for
lunch display in yellow. Other unavailable periods display in gray.

Tip: The Schedule will update each time you double-click on an appointment time slot or click the

Schedule button.

Schedule for Today Display Options

You can specify the information to display using the options available across the top and along the

bottom of the Schedule for Today window.

e Staff — Select a staff member to view their scheduled appointments for the day, along with the
applicable client and patient. (All other appointments will appear without appointment information.) If
a staff member’s hours are different from practice hours, the schedule will display their time in the
Time column on the far left in black. Times allocated for lunch appear yellow, other unavailable

periods appear gray.
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Note: Only those staff members who have staff hours set up in the Staff Setup window (select
Controls > Appointment Scheduler > Staff Setup) display in the Staff drop-down list.

Suite — Select a suite of rooms to display on the Schedule for Today.

Template — Display the template assigned to the specific day of the week. If necessary, select a
different template from the drop-down list.

From/To - Select the timeframe to display on the Schedule for Today.

Display staff — Displays an “X* to the right of an appointment to indicate that one or more staff
members is scheduled at that time, for this column. Displays a “\” next to an appointment to indicate
that no staff member is assigned to the column in that time slot, based on the staff time check
boxes selected on the appointment.

Display check-in/check-out - Displays an “I” or “O” to the right of an appointment to indicate that
the patient is checked in (I) or checked out (O). An empty box indicates the appointment has not
been checked in or out.

Prev Day/Next Day — Displays the previous/next day’s schedule.
Go To - Displays a calendar that allows you to select a specific day and go to that day’s schedule.

Today - Displays the schedule for the current date.

Right-Side Buttons

Use the buttons along the right side and bottom of the schedule as you enter appointments.
Use: To:
Schedule an appointment in the selected time slot.
Update the selected appointment.
Check a patient into the hospital.
Move the selected appointment.
Block times (so appointments cannot be scheduled).
Delete the selected appointment.
Search for available appointment times.
Locate an existing appointment.
Open the Tickler File of deleted appointments.
Enter notes about the day’s schedule.
View details about the selected appointment.
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Eririt Print the schedule.

W eekly Open the weekly schedule.

Close Close the daily schedule.

Right-Click Menus
You can use right-click menus for quick, easy access to many scheduling tools.
» If you right-click in an empty (unscheduled) time block, the following menu displays:

Schedule. ..

Block..

Go Ta..,

Prink

Schedule for Week, .

» If you right-click in a scheduled time block, the following menu displays:

Update. ..

Patient Clipboard. ..
Check In...

Mowve

Copy

Delete. ..

Go Ta...

View, .,

Prink

Schedule For Week. .

Click to select the command to perform, or click outside of the menu to cancel.

(X) Column

The column on the far right of the daily schedule (after all the rooms) indicates several things about the
daily schedule:

e An Xin the column shows that one or more staff members are scheduled at that time. If the
background box is yellow, one or more staff members are double-booked for that time slot. If the
background is red, one or more staff members are triple-booked for that time slot.

¢ A\indicates that no staff members are assigned to the appointment scheduled in that time slot.

Viewing a Selected Staff Member’s Schedule
To view a staff member’s schedule:
1. Open the Schedule for Today window.
2. Atthe top left corner of the schedule under the date, click the arrow next to All Staff.

3. From the drop-down list, select the staff member whose schedule you want to display. (Only staff
members who have hours set up appear on the list.)

Note: If a staff member’s hours are different from practice hours, the schedule will display their time in
the Time column on the far left in black text. Times allocated for lunch appear yellow, other unavailable
periods appear gray.
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Scheduling and Managing Appointments
When an appointment is added to the schedule, appointment information is displayed in the schedule,
as space allows. Longer appointments (using more time units) have room to display more information.

Tip: When new appointments are made, if your practice uses boarding reservations, your IDEXX
Cornerstone* Practice Management System can automatically check to see if any boarding reservations
exist for the patient in the next 30 days. If reservations exist, an alert appears to notify your staff.

To schedule an appointment:

1. On the Schedule for Today window, if your practice has staff members with different hours, select
the schedule for a specific staff member.

2. Double-click in an available time slot in the schedule or select a time slot and click Schedule.

The New Appointment dialog box appears.

™ New Appointment
Patient information Account information
Client ID: |1 Kimberly #dams Curent: $0.00
(715 681-2505 30 days: $0.00
Patient |D: [EE32 Barksalat SR S
10'rs. 9 Mos. 41,00 pounds S
Retriever, Labradar Mix Meutered Male Total due: $0.00 -
Appointment Staff time - — Reminders
Date: Tuesday, October 04, 2011 1230pm [ 1 1214201 Interceptor 11.5MG # 6 26- s
Scheduled on: Tuesday, October 04, 2011 [F 1 [
Confirmed on: 00/00/0000 i : ;
Frimary | Medical Exam-\u"omiting.-"Dian'_v: £ = k4
Secondary: Pancreatitis v Motes
Staff: [CS Carin Schulze, DM
Time units: |3 4 Lenagth: 30 minutes
Prefiz: Amaunt: $0.00
Appointment items

| Item | Description Guantity Frice |Eenter|_4\_

Lo | =

[ Transfer invoice items to patisnt visit list now

New Appointment dialog box

3. Inthe Client ID field, enter the client ID by either typing the ID or pressing F2 to search for and
select the client from the Client List. The selected client’s account information displays.

4. Inthe Patient ID field, enter the patient ID by either typing the ID or pressing F2 to search for and
select the patient from the Patient List. The selected patient’s reminders display.

Tip: When you press F2 to select a client or patient, the client or patient used most recently is
displayed. Press the DELETE or BACKSPACE key to view the complete Client or Patient List.

5. Inthe Confirmed on field, enter the date the appointment was confirmed (or click the Confirm
button to insert the current system date). If the appointment is confirmed, an asterisk (*) will appear
on either side of the client’s name in the schedule.

6. Inthe Primary drop-down list, select the primary reason for the patient’s visit. (Only reasons for visit
set up in Appointment Scheduler appear.) If goals, staff member, time units, etc. are linked to the
reason for visit, the applicable fields will be completed automatically, but can be changed for this
appointment if necessary.
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If desired, select a secondary reason from the Secondary drop-down list or type a different
secondary reason in the field. (Note that a primary reason must first be specified in order to activate
the secondary reason field.)

In the Staff field, enter the staff ID by either typing the ID or pressing F2 to search for and select the
staff from the Staff List.

Note: You must enter a Staff ID. Deselect all of the Staff time check boxes if you do not actually want
time scheduled for a staff member.

In the Time units field, specify the number of time units needed for this appointment.

If the practice overbooks appointments, indicate which time units the staff member must be with the
patient for this appointment by checking each applicable time unit in the Staff time check boxes. The
amount of time that a provider actually sees a patient may be shorter than the entire appointment
time.

If the staff member is scheduled at the same time in a different room, the following message will
appear: “This staff member is booked for another appointment during this time. Do you wish to
continue?” Click Yes to continue scheduling the appointment or No to exit.

If applicable, enter a two-character Prefix to appear next to the client name on the first line of the
scheduled appointment. Use a prefix to indicate preparation procedures (for example, T1 for Tray
#1), insurance information, or to more specifically define appointment types.

If staff goals are set for the selected staff member, the information will display in the Amount field. If
necessary, adjust the amount or, if using the Appointment iterns list near the bottom of the window,
add invoice items associated with the appointment here. The revenue in the Amount field will
display the Appointment items total instead.

Note: Charges will transfer to the Patient Visit List (PVL) when the patient is checked in. Once
checked in, the items can only be removed from the PVL, not the appointment.

View the patient’s reminder information in the Reminders list. You may want to recommend
additional products or services to be added to the appointment based on any reminders that are
due or overdue.

In the Notes area, enter any notes specific to this appointment. Notes appear when holding the
mouse over the appointment, when using the View button, on the Appointment Report and on the
Check-in Report.

In the Appointment items list, add any invoice items to be associated with the appointment:

a. Inthe first available row, enter the item ID by either typing the ID and pressing TAB, or by
pressing F2 to search for and select the item from the Invoice Item List. The item information
displays.

b. Enter the correct Quantity.

c. To delete an appointment item, select the item and press CTRL+D.

Tip: Use appointment items to indicate services that need to be performed during this appointment
or items to invoice. The items listed here will appear on the Patient Visit List.

Click the Transfer invoice items to patient visit list now check box to send the invoice items
directly to the Patient Visit List (PVL) when you save the appointment information.

Note: Use caution with this option—if the client changes his or her mind about an item, it must be
deleted from the PVL and not the appointment.
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17. Click OK to place the appointment on the schedule.

To view appointment details:
1. Select an appointment in the Schedule for Today window.

2. Click View. The Appointment View dialog box displays detailed information about the appointment.

I® Appointment View

Appointment information

Staff: Mark Fiala DM Confirmed:
Client: Amidan, Dean/Susan Total Due: $0.00

Patient: Maggie Appt. amt.: $0.00
Phones: [715) 282-2032

(715) 2659-3124

Notes: Grooming appointment following office wisit

Appointment View dialog box

3. Click Close to return to the schedule.

To confirm an appointment:

1. On the Schedule for Today window, locate the appointment you want to confirm.

2. Select the appointment time slot and click Update (or double-click the appointment time slot).

3. Click Confirm. The current date will appear in the Confirmed On field. To change the date, click in
the Confirmed On text box, and enter the correct date. When you enter a date in the Confirmed on
text box, your staff ID is displayed after the date. If you are using Pet Health Network* Pro and a
client confirms an appointment on their Petly.com page, “By PHN Pro” is displayed in place of a
staff ID.

4. To clear the Confirmed on box, click Unconfirm.

5. Click OK.
If an appointment is confirmed, an asterisk (*) appears on either side of the client's name in the
Schedule for Today.

To update an appointment:

1. On the Schedule for Today window, select the applicable appointment and click Update (or double-
click the appointment). The Edit Appointment dialog box appears.

2. Make any necessary maodifications or updates to the appointment information.

3. Click OK to save your changes and return to the schedule.

To move an appointment:

1. On the Schedule for Today window, select the applicable appointment and click Move.
2. Select the new time slot if moving the appointment to a different time on the same day.

3. To move the appointment to a different day, click Go To. The Date Selection calendar will open.
Select the new date and click OK, and then select the new time slot.

4. The following message appears: “Would you like to move the appointment to [Date selected] at
[Time selected]?” Click Yes.

The appointment will be moved to the selected date and time.
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Note: A warning message will not display if a moved appointment creates a double-booked
appointment time for a staff member. You will need to check the X column for a yellow or red
background in the new time slot (indicating multiple appointments scheduled for the same staff
member).

To copy and paste an appointment:

1. On the Schedule for Today window, right-click on an existing appointment and select Copy (or
press CTRL+C).

2. Right-click in a different day/time slot and select Paste (or press CTRL+V).

The pasted appointment will be identical to the copied appointment, except that the Confirmed on date
will be reset to 00/00/00.

Notes:

e If any invoice items were included in the copied appointment, these items will be included in the new
(pasted) appointment.

o Copy/paste options are also available for “block” type appointments.
To delete an appointment:

1.  Onthe Schedule for Today window, select the applicable appointment and click Delete. The Delete
Appointment dialog box appears.

Note: In order to delete a checked-in appointment, you must first check out the appointment.

Delete Appointment

Appaintment information
Client name: 132 Amidon, Dean/Susan
Patient name: 132-1 taggie
Staff: Mark Fiala DM
Date/Time: 09/14/2003 10:00 am

Thiz appointment should be considered as:

(O Meither

[&dd this appointment ta tickler file

Delete Appointment dialog box

2. Select the applicable option to specify if this appointment should be considered as Failed,
Cancelled, or Neither.

e Failed - Select if the client did not show up.
e Cancelled - Select if the client called with enough advance notice.

e Neither — Select if your practice does not want to track the number of deleted appointments or
does not want to display this in the client’s alert.

Note: Appointments classified as Failed or Cancelled will cause an alert to appear when the client is
accessed in Cornerstone. To suppress these alerts, deselect the Cancelled Appointment and
Failed Appointment client alerts in Alerts defaults (select Controls > Defaults > Practice and
Workstation, and then select Alerts from the menu on the left).
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3. |If applicable, place a check mark in the Add this appointment to tickler file check box to store the
appointment information in the Tickler File for future reference or to keep track of deleted
appointments. See the “Maintaining the Tickler File” section that follows for more information.

4. Click OK to save your changes and return to the schedule.

Maintaining the Tickler File
Clients are not always able to keep their scheduled appointments. It is possible to track these missed
opportunities by adding the appointment to the Tickler File. A missed appointment is placed in the
Tickler File if the Add this appointment to ticker file check box is selected when deleting an
appointment.

Use the Tickler File as a reminder to reschedule appointments for clients. If you reschedule an
appointment for a client who is in the Tickler File, a prompt will pop up to ask if you want to use the
information from the previous appointment.

Tip: Assign a staff member to call these clients once a week about the missed appointments to offer to
reschedule.

To view Tickler File appointments:

1. On the Schedule for Today window, click Tickler. The Tickler File dialog box displays a list of
deleted appointments.

| I Tickler File
Date | Staff | Client Patignt Type | Lnits | Amount | Cloze
09/14/2009 Mw  Dean/Susan Amidon  Maggie Eves 2 $50.00

Tickler File dialog box

2. To permanently remove an appointment from the Tickler File, select the appointment and click
Delete, and then click Yes to confirm your decision to delete the entry from the Tickler File.

3. Click Close to return to the schedule.

To reschedule an appointment listed in the Tickler File:

1. On the Schedule for Today window, select a time slot and click Schedule.

2. Search for and select the client the appointment is being scheduled for in the Client ID field.

3. Search for and select the patient the appointment is being scheduled for in the Patient ID field. The
following message will appear: “This patient is currently listed in the Tickler File. Would you like to
use this patient’s appointment information?”

4. Click Yes. The information from the previous appointment will be inserted in the appropriate fields.
5. Continue to enter information as needed.

6. Click OK. The appointment is removed from the Tickler File window.

To print the information in the Tickler File:

1. On the Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of Appointment, and then select the Tickler Report.
3. Click Create report. The Appointment — Tickler File Report dialog box appears.
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4. Enter the sort order and range criteria, and then click Print or Preview.

The Tickler File displays any deleted appointments that were selected to be added to the Tickler File.

Finding Available Appointment Times
You can search for available appointment slots based on the criteria entered in the Appointment Search
window. Searches can be performed for specific appointment times based on the practice’s schedule
templates.
To find an available appointment time:
1. Onthe Schedule for Today window, click Find. The Appointment Search dialog box appears.

™ Appointment Search
Search critieria
. - Search
Room: By Fiala ~
Cr Halbleib (o)
Dr. YWanderPal m
Crop-0ff Exams ]
Reason for visi | Any Reason For Yisit [
Staff: | Any Staff v
Units: | 1/
D ateftime range Day of week
Dates from: [f] @) | 091472009 | 3)(m) Monday
T | 03/28/2003 Ty
. ‘wiednesday
Preferred time: () AM only Thursday
O P D_n_l-"' Friday
(%) Specific range Sty
Time from; |7:00 am To: [7:00 pm Sunday

Appointment Search dialog box

2. Inthe Search criteria area, specify information in the applicable fields:

¢ Inthe Room list, deselect any room you do not want to use for this appointment. To select (or
deselect) more than one room, press and hold the CTRL key while clicking on each room.

¢ Inthe Reason for visit drop-down list, select the general reason for seeing the patient. (Note:
Only reasons for visit set up with Appointment Scheduler information will appear in the
Appointment Search.)

e In the Staff field, select the Staff member to schedule. (Note: To view time slots for a selected
staff member, the person must be set up with hours and goals.)

e Inthe Units field, specify the number of time increments for which to schedule the appointment
(either 10 or 15 minute increments).
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3. Inthe Date/time range area, specify information in the applicable fields:

e Select the date range to search in the Date from/To fields. Use the single arrow & to move a
month at a time and the double-arrow [# to move six months at a time. Click Today to search
from the current system date to two weeks in the future.

e Select the times to search from the Preferred time options, which include:

o AM only — Search from the opening time through the last time increment before 12:00 PM.
For example, if the practice is set up with 10-minute increments, the search will list 11:50
AM as the last time slot to search.

o PM only - Search from 12:00 pm through the practice’s closing time.
o Specific range — Search based on the times entered in the Time from/To fields.
4. Inthe Day of week area, select the check box for each day of the week to search.
5. Click Search. The Results for Appointment Search dialog box will display a list of available
appointment times based on criteria entered.

Example:
A client needs an appointment within the next two weeks on Wednesday or Thursday around noon to
have her poodle groomed. The search criteria might look like this:

™ Appointment Search
Search critieria
. — Search
Foor [0 Harks =
Surgery #1 N | i T
Technician ]
Groomer ]
Reason for vist: - EERRINGU Y |
Staff: | Curhew, Luke E v
Units: | 354
D ateftime range Day of week

Dates from: [ef) @) | 09/14/2003 | B)(W) (Todaw] [ Monday

Tuesday
Tor | 09/28/2003
. ‘Wednesday
Preferred time: (7) A anly Thursday
) PM anly [ Friday
(%) Specific: range [] Saturda

Time from; |11:30 am To 1230 pr

Appointment Search example

Locating a Client’s Appointment

To locate a client’s appointment:
1. On the Schedule for Today window, click Locate. The Locate Appointment dialog box appears.

I Locate Appointment
Client |D: 7356 Adrienne Donze
15} | Patient [ Date | Time | Units| Staff | Reasan for visit [
7956-1 Gus 9/18/2009 01:00pm 3 EVE  ‘Wellness Exam

Locate Appointment dialog box
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2. Inthe Client ID field, enter the client ID by either typing the ID or pressing F2 to search for and
select the client from the Client List. All appointments scheduled for this client appear.

3. Select an appointment and click Go To. The daily schedule for the selected appointment day
opens.

4. To view appointments scheduled for another patient, click Cancel to clear the information and enter
another Client ID, or click Close to return to the Schedule for Today window.

Checking in a Patient from the Appointment Scheduler
When you use the Appointment Scheduler to check a patient into your hospital, the appointment
information (including client, patient, reason for visit, staff and room) will display as defaults in the Patient
Check-in/out window. If there is an appointment note, it will appear in the Additional Note field.
To check in a patient from the Appointment Scheduler:
1. Onthe Schedule for Today window, select the patient’s appointment.
2. Highlight the appointment and click Check In. The Patient Check-in/out window will open with the
appointment information displayed as defaults.
3. Correct any information and continue to check the patient in as usual.

For more information on checking in patients, see “Checking Patients into Your Practice” on page 120.

Blocking Unavailable Appointment Times
You can block time slots to prevent appointments from being scheduled during times when staff
members are unavailable.

An appointment time block can also be set up to be a recurring (repeating) time block. This feature
saves time by allowing you to make regular adjustments to your schedule at one time. For example, if a
provider will be unavailable every Thursday from 3:00 p.m. to 4:00 p.m. for the next eight weeks, you can
block off this time on the Schedule for Today and set it up to be a recurring block for eight weeks.

To block unavailable time slots:

1. Onthe Schedule for Today window, select the time slot to block. If you want to block an extended
period of time, select the first time slot in the period to block.

2. Click Block. The Block Appointment dialog box appears.
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Motes: MWeekly meeting

O Daily
Recur every 118 week(s] on:
©weekly [5unday Monday [ Tuesday ['wednesday
O Maonthly [ Thursday [ Friday 15 aturday
(End after:
() End by: () ) [ 111372003 | 3 (W)

I® Block Appointment
D ate of block: 0941472009 10:00 am _DK
D ate made: 0941472009
From: | 10:00 am Tao: 10:30 am
Time units: 3 Length: 30 minutes
Faor: | Dr. WanderPal v

Block Appointment dialog box

accordingly.

In the Notes field, enter any notes about this blocked time.

6. To set up a recurring block, do the following:

Chapter 6: Using the Appointment Scheduler

In the Time Units field, enter the number of time units to block. The From and To fields will adjust

Select which room the blocked time affects from the For drop-down list, if applicable.

a. Make sure that an individual room is selected in the For drop-down list. Recurring blocks can be
set up for an individual room only, not for (All Rooms in Suite).

b. Select the Recurring block check box.

c. Indicate whether it is a Daily, Weekly or Monthly block by selecting the appropriate option.

o Daily - Indicate how often the block should occur in terms of days by doing one of the

following:

o Choose the Every __ day(s) option and enter the days for which staff wants the block
to recur. For example, if the block should be scheduled for every other day, type 2 in

the field provided.

o Choose the Every weekday option to have the block recur every day for one or more

weeks.

o Weekly - Indicate how often the block should occur in terms of weeks by doing the

following:

o Inthe Recur every _ week(s) on field, indicate the recurring block and then select the
appropriate check box to specify which day of the week to start the recurrence. For
example, to have a block recur once every two weeks on Friday, type 2 in the field and

then select the Friday check box.
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¢ Monthly - Indicate how often the block should recur in terms of months by doing the
following:

o Specify settings for the recurring block by selecting the week of the month, the day of
the week, and the monthly frequency. For example, to have a reservation recur on
Tuesdays during the last week every other month, you would specify: The last Tuesday
of every 2 month(s).

d. Select one of the following:

e If there are a certain number of occurrences, select the End after option and enter the
number of occurrences.

e If the occurrences should end after a certain date, select the End by option and specify the
date.

Note: To change recurring block options (time, occurrence, etc.), you must delete the entire block
and set up a new recurring block.

7. Click OK to save your changes.

To delete a block:

1. Right-click on the block that you want to delete and from the pop-up list, select Delete.

2. Ifyou are deleting a nonrecurring block, a message appears to confirm the deletion. Click Yes.

3. Ifyou are deleting a recurring block, a Confirm Delete message appears. Do one of the following:
e To delete only the selected occurrence, select Delete this one and click OK.

e To delete all the occurrences of the block, select Delete all occurrences and click OK.

Creating a Note for Staff
Additional appointment information about the daily schedule can be stored using the Notes feature.

Note: Do not confuse these daily schedule notes with notes about specific appointments that are
entered in the New Appointment dialog box. See “Scheduling and Managing Appointments” beginning
on page 104.

Tip: Make a habit of checking the Notes button every time you open the schedule. If a note for the date
exists, the button text will be bold, followed by ellipses ("..."). Click Notes to view the notes. Use the
notes on the Schedule for Today window to enter anything that deviates from your normal scheduling
procedure to communicate this information throughout your practice. (For example, if a doctor will be on
vacation, you can enter a note to change the template to be used for scheduling on that day.)

To enter a Daily Appointment Note:

1. On the Schedule for Today, click Notes. The Appointment Notes dialog box opens and displays any
schedule notes from the current date to the future.
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I® Appointment Notes

Mote date Mote |
08/31/2009 Dir. Fiala will be leaving at 3:30 PM ta visit Hope Equine Farm. Do nc

Update

Delete

alalday

Cloze

Appointment Notes dialog box

Click New.

In the Date field, type a new date or press F2 to select a date using the calendar.
In the Note field, enter the note information.

Click OK.

To modify an Appointment Note:

1.

On the Schedule for Today, click Notes. The Appointment Notes dialog box opens and displays all
schedule notes from the newest date to the oldest.

In the Appointment Notes list, select the note to change and click Update (or double-click the note).
Modify the date or note text.
Click OK.

To delete an Appointment Note:

1.

3.

On the Schedule for Today, click Notes. The Appointment Notes dialog box opens and displays all
schedule notes from the newest date to the oldest.

Select the note to delete and click Delete. A message will appear asking you to confirm your
decision.

Click Yes.

Printing the Daily Schedule of Appointments

Appointment Scheduler lets you print the daily schedule or a detailed report of the appointments for the
day. The printed schedule displays the same appointment information as the online schedule, but for all
rooms.

To print the Schedule for Today:

1.

Open the Schedule for Today to the date you want to print.

2. Click Print. The printer selected in Printer Setup (on the File menu) prints the schedule.

Note: For a detailed report, print the Appointment Report. For more information about this report, see
“‘Appointment Report” on page 117.

Viewing the Weekly Schedule

The Schedule for Week window shows a condensed version of your daily schedule. You can schedule
new appointments, but you cannot update scheduled appointment information from the Schedule for
Week window.
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» Do one of the following:
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¢ On the Schedule for Today window, click Weekly.
e On the Activities menu, select Appointment Scheduler > Schedule for Week.

The Schedule for Week window displays the schedule for the current week.

M=%

E Schedule for Week
[ & | 09:18/2003 | ) (W)

Monday Tuesday

91472009 9/15/2009
Tme| 1 2 3 4[1 2
= - | H -
11:00| = E A A
d0lE = A A
20E|m = A

Shiow | &l Staff [v]

Wednesday
9/16/2009

3411 2 3 4

Suite: | default [v]

Thursday Friday
9/17/2008  9/18/2009

1.2 3 411 2 3 4

Saturday Sunday
9/19/2003  9/20/2009

12 3 4|1 23 40

Eo

I
(|

I I I
EHEE
I I I
EEE EEE

T
=1

=l

I

I
EEE

BE

I

] »|
P |

Schedule for Week window

Schedule for Week Display Options

You can specify the information to display using the options available across the top of the Schedule for
Week window.

Week - To select the week to display, do one of the following:

o Use the single arrows to move the schedule forward or backward one week.

o Use the double arrows to move the schedule forward or backward one month.
o Press F2 to select a week using the calendar.

Show - Select the staff member schedule to display. You can display all staff or one staff member
at a time.

Suite — Select the appointment suite to display.

Legend - Click the Legend button to display the letter and number code descriptions.

I Schedule for Week Legend
Legend Rooms
B - Black ; B’T"’:"’P | =
. Wander-al
=Ll 4 Drop-0ff Exams
0 - Other Stalf 5 Dy Harpke [v]
Schedule for Week Legend

To schedule a new appointment from the weekly schedule:

» Double-click in an empty time slot (or select a time slot and click Schedule).
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Purging Old Appointments
Obsolete records can be deleted to help maintain adequate disk storage space on your computer.
Removing old appointments also makes your searches faster.

IMPORTANT: Before deleting any records, we strongly recommend making a backup of your database.

To delete old appointment records:

Note: Before purging any records, close all open windows must be closed. For network environments,
we recommend shutting down Cornerstone and all other program modules on workstations and then
performing purge activities from the server.

1. On the Activities menu, select Appointment Scheduler > Appointment Purge. The Appointment
Purge dialog box appears.

I® Appointment Purge
Search for
Staff.  [Any Staff [v]
Fioom: | Any Room v
Dates to search Prefemred time Day of week
From: [06/01/2009 (&) gﬁm on:_l,l T;::da:y
Ta: [08/31/2009 () o) Spezirf]ii ange \Wednesday
Thurzday
From: [1200AM (8] Friday
Te: [11:53PM (g SEieky

Sunday

Appointment Purge dialog box

2. Select the Staff and Room records to search for from the drop-down lists.

In the Dates to search area, use the From and To date fields to specify a date range of appointment
records to purge. Press F2 in a date field to select a date using the calendar.

4. Inthe Preferred time area, specify AM only, PM only, or a specific range (enter range in From and
To).

5. Inthe Day of week area, clear the check box for any day that you do not want included in the purge
(days with checked boxes will be purged).

6. Click OK. A message appears stating the number of appointments to be deleted. Confirm that you
want these records deleted.

7. Click OK to purge these records from the database.

Appointment Scheduler Reports
Use Appointment Scheduler reports to view detailed information for appointments scheduled or added
to a Tickler File. Reports can also be used to view information about the setup of the Appointment
Scheduler feature.

Tip: If future appointments do not print, verify that the correct number of months is entered in the Invoice
print area’s Number of months to print appointments for field in Invoice defaults. To view this field, on
the Controls menu, select Defaults > Practice and Workstation, and then select Invoice in the
navigation pane on the left.

To access the Appointment Scheduler reports:
1.  Onthe Reports menu, select Find a Report. The Report Search window appears.
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2. Inthe Reports list, click the plus sign to the left of Appointment to expand the list of Appointment

Scheduler reports.

I® Report Search

/=

Search
Reports 386 raports shawn APPOINtMENtS Report [“Create report |
expand all [] & Hide locked reports

EH-Appointment

Appointments Report

-Appointments Report - Summary
~-Practice and Staff Hours Report
~Scheduled vs. Goal Report
L-Tickler Repart

Boarding

Client

Client and Patient Reports
Compliance
End of Day
End of Month
~End of Year
- Equine
- Inventary
- Inveice Ttemn
-Lab
- Patient
- Patient Advisor
-perfarmance Tracker
- Practice
- Presaiption
- Referral
~Snapshot
- Gtaff

- Staff

- Room: room appointment is scheduled in
- Reason: reason for the appointment

- Notes: appointment notes

- Confirmed: (if applicable)

list of all appointments for a particular day, room or status.

Description: The Completed details of your scheduled appointments. Can be used to view g

+ enlarge sample

Appointment Report
By Date

14022008 Cllem: Ri- Vikki Rabora Far iu}/JN-Dr.Jaemm 4. Eugher, VM
SN0AM  To (715) 885-1157 715) 397 8500 //lﬂ\ll\.n[ $.00
1000 AM Patient: §427 - Bentby Feason: Denlal
Time Units; & Sparisl, Cocker Moles:{None}
Moo poor: ey s 1 /_\\/

Nt Confrmed 7
14022008 Cliem: 4250 - Jennifer Ragclitf var suath LP- Ir. Lesis £ Aditrey. VM
200AM To (715) 7a2-2613 Amat $.00
230 AM Patient: 9076 - Febe \‘E Exam
Timeungsiz  TETRr M /ﬁq, lona)
o Snow Room: DrAsifrey Vad

Mol Conirmed A

o B A i i prrtn B DO sy st s .

o

Appointment Reports

Appointment Report

Print the Appointment Report to see the complete details of your scheduled appointments.

For Staff: 2 - Dr. MakJ. Adams

Appointment Report

By Staff ID

Cliant: 1&- Julie Rainiar

Fatiznt: 18- Misty Damastic Langrair

Appointment Report - Summa

Dawe: 010101 Fram
Ha, Canfirmead Has:
Cliant: 1025 - Alak and Miranda Bandars
Patient: 102501 - Mavrick Irizh Salar. M
Dawe: 010101 Fram:
Hal Canfirmad Hales:

Raam: Wailing Roam Hame Prane: (713) 3556305

Ramzan: Chact Up

DDA Ta: 900N Time Unis: 2 Amaunt: F20.00
: (Hang)
Raam: \Wailing Raam Hama Phana: (715) 3551995
Raman: Waocinaliam Wwark Phang: (713 3351956
W000M T 102004 Time Unis: 2 Amaunt: FIE00
: {Hang)

ry

Print the Appointment Report - Summary to see a summary of the appointments scheduled for a

particular day.
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Appointment Report - Summary
By Date

Date Time Client Reason Room Staff Status
Fatient MNotes

GED005 700 AR ZITEZ-Trkba 0. MacExan Check Ean James, DUVR O Joky &, James Schedukd
-3 -CA N Hoks:  (Mowe)

EED00E 300 AR 33181 -Gwe E. Mack Thk Pet James, DUVR O Jokh &, James Zohedukd
F3E-1 - Mak Hoks:  (Mowe)

R0 3100 AM 2TEE - KAt ML Gag e SHRE Y sargery Jore L Bakr Sohednkd
230033 -Zm HNoBE: (Mo}

RO 3100 AN 504 - Ted Cablll Heartwom Exam Aglams, DVR Or ArtE. Ackams Schednkd
FZEM-1 - Emma HNoks:  (Nowe)

Practice and Staff Hours Report
Print the Practice and Staff Hours Report to see the practice and staff member(s) schedules.

Practice and Staff Hours
By Staff ID
Staff ID: 2 DOr. Mark J. Adams
Staff Hours: Start Close Lunch
Manday:
Tuesday: A0 540 P 1200 PY 1400 Pl
‘Wod nosday: 00 MM 5900 P 1200 Pl 1100 Pld
Thursday: 1240 P 70 PY
Friday: A0 A 740 P 12100 P 1400 Pl
Sarturday: A0 1200 PU
Sunday:

Scheduled vs. Goal Report

Print the Scheduled vs. Goal Report to see the staff revenue goals and the dollar amount scheduled for
each room.

Scheduled vs. Goal

By Date
Appointments Scheduled
Date Scheduled Amount Goal % Of Goal
hdonday 022601
Tuesday Q22701
e dnesday 0202201
Thursday 0z/29:01
Friday 0343001

Laily Averages:
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Tickler Report
Print the Tickler Report to view deleted appointments that were added to the Tickler file.

Tickler Report

By Client ID
CAMCELLED
Client: 10025 Alex and Miranda Sanders Home: (713] 3551995 Wark: (715) 555 1996 Balangz: §00
Darte: 2000 Pationt: 1002501 Maverict, Razson: Waccimliam. Appt Amaunt: FI500

Time: 100086 Staff: 2 Dr. Markd Sdams

Total Cancelled Appointments for Alex and Miranda Sanders: 1
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Checking Patients into Your Practice

You can check patients into your practice either as patients arrive (to maintain an accurate picture of
your practice’s activity) or at the beginning of the day (to anticipate the day's events).

When you check a patient into the practice, Cornerstone* software:

Adds the patient to the Census List

Gathers basic patient and client information, such as client ID, client name, patient name and
patient ID

Gathers information for the Check-In Report (which Cornerstone prompts you to print after checking
a patient in)

Before You Begin

Set up your Check-in defaults (Controls > Defaults > Practice and Workstation > select Check-
in from the menu on the left).

Set up your Check-in Print Options defaults (Controls > Defaults > Practice and Workstation > |
select Check-in > Check-in Print Options from the menu on the left).

Set up the reasons for visit that your practice uses (Controls > Reason for Visit).
Set up the rooms your practice uses (Lists > Room).

Set up a record for the patient in Cornerstone (Lists > Patient).

To check a patient into your practice:

1.

Do one of the following:
¢ Onthe Census List (F3), select Check-in.

e Onthe Patient Clipboard, select the client, and then right-click on the patient's name in the
Patient list and select Check-In.

e C(lick the Check-In/Out 1 toolbar button.

e On the Activities menu, select Check-In/Out.

The Patient Check-in/out window appears.
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I patient Check-infout E]
Client information Accounts receivable
Client ID: [ Kibetly Adas Cunent $0.00
965 West 172 Termace 30 days: $0.00
Eau Claire, w1 54703 B0 days: $0.00
Fhane(s): |[715) 651-2605 Ext: | 90 days: $0.00 Travel Sheet
[715) 508-6505 Ext: v Total due: $0.00
Patient information Reminders
1D: BES2 Barkzalot 124201 Interceptor 11.5M0G = 6 26- 50 |b. ~
41 poundz Rietriewver, Labrador bix =
10T 4 Mos. Neutered Male v
Check-infout information
Staff ID: |CS Corin Schulze, DM Room: £ I () Outpatient
Reason for Visit [ Referral Recheck, } ward: (v| O lnpatient
Primary: Medical Exam-/omiting/Diarhea |+ Cage:
Secondary Pancreatitiz [+ ] Status: | <Mone> [
Additional notes: Documents
_lDoc 18] | Description
3
Alert notes: B
Weight entry
| Date | “w'eight Linit Body score
|‘I 0/04/2017 b2 .00 pounds v v
Check-in Date: | 10/04/2011 5] Time: | 10:54 AM Check-out Date: | 00/00/0000 P Time: | 00:00 AR

Patient Check-in/out window

Depending on how you accessed the Patient Check-in/out window, the client and patient
information may already be displayed. If not, enter the Client ID and press TAB, and then enter the

Tip: At any time, you can click the Vital Signs/Weight button to display the weight entry dialog
box for the patient. Here you can enter a current weight and, if desired, click the add more Vital
signs link to open the full Vital Signs entry and viewing window. Note that the button displays in

red/yellow as an alert if at least one vital sign (other than weight and body score) has not been
Verify that the Staff ID is the staff member who will see this patient. If necessary, type the staff ID or

Under Reason for Visit, select a Primary reason for the patient’s visit. If desired, select a secondary
reason from the Secondary drop-down list or type a different secondary reason in the field. (Note
that a primary reason must first be specified in order to activate the secondary reason field.)

Select a Status. (The status may be set to <None> until the patient is Ready to go home.)

If your practice uses patient referrals and this is a referral recheck visit, select the Referral Recheck
check box to keep track of referral sales. (The sales amount from this visit will be included in new

2.
patient ID and press TAB.
entered for the patient within the past 10 days.
3.
press F2 to search for and select the staff from the Staff List.
4.
5. Select the Room where the patient is located or will be assigned.
6. If applicable, select a Ward and enter a Cage name.
7.
8.
referrals’ totals, unless this option is selected.)
9. Specify if this is an Inpatient or Outpatient check-in.

Note: If Inpatient is selected, upon check-in the patient is automatically added to the Whiteboard as
a hospitalized patient that is waiting for patient orders to be added.

10. Type any Additional notes you want to print on the Check-In Report.
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11.

12.

13.

14,

15.
16.

Chapter 7: Patient Check-In and Check-Out

Enter any comments to display as an alert in the Alert notes box. These comments will display
when the patient’s record is accessed and are not part of the patient’s permanent history. They will
be deleted when the patient is checked out.

In the Documents area, specify any documents to print upon check-in (in addition to the Check-In

Report). In the Doc ID field, enter the document ID by either typing the ID or pressing F2 to search

for and select a document from the Document Template List.

In the Weight entry area, do the following:

a. Verify the Date to associate with this weight entry (defaults to today’s date) and change if
necessary.

b. Inthe Weight field, enter the patient’s current weight.

c. Verify the Unit of measure and, if necessary, select a different unit of measure from the drop-
down list.

d. Ifthe Body Score vital sign has been activated in your practice’s Vital Sign List (select Lists >
Vital Signs/Weight), the Body score field is available. If the patient’s body score is known at
this time, you can select the applicable value/description from the drop-down list.

The Check-in Date and Time default to the current date and time. Change the date and time, if
necessary.

Click Check-in to check the patient into the practice.

Depending on your Check-in Print Options default settings, a Check-In Report may print

automatically or a message box may display, asking you to print a Check-In Report. Click Yes if you
want to print the Check-In Report.

You can reprint a Check-In Report for a patient at any time. This report prints information based on
your check-in defaults.

To print a personalized travel sheet when you check in a patient:

1.

On the Patient Check-in/out window, enter all check-in information as usual, and then click the
Travel Sheet button. The Travel Sheet Print dialog box appears.

Note: You can access the Travel Sheet Print dialog box without checking in the patient by selecting
Lists > Travel Sheets and clicking Print.
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Print Options

Chapter 7: Patient Check-In and Check-Out

St?;igtl Travel Sheet Description
sheet(s]: goardlng
ental
Euthanasia
Radiology
Sample Travel Sheet v

Enter travel sheet heading:
Include client/patient heading box: | ves v
Client: Floeter, Kelly/Chuck

Patient: Gus

Select types of items to print: Irventary

Services
Groups
Pick
Include prices on travel sheet: | Yes w
Leave additional services and notes: | Yes w

Mumber of copies: 15

Travel Sheet Print dialog box

2. From the Travel Sheet Description list, select the travel sheet(s) to personalize.

If desired, in the Enter travel sheet heading field, enter a personalized heading for the travel sheet.

4. Inthe Include client/patient heading box field, select Yes to include client and patient information,
such as patient’s age, weight, sex, the reason for visit and client address, on the travel sheet. Select
No if you do not want to include this information.

5. Ifthe client is not selected, in the Client field, enter the client ID by either typing the ID or pressing
F2 to search for and select the client from the Client List.

6. |If the patient is not selected, in the Patient field, enter the patient ID by either typing the ID or
pressing F2 to select the patient from a list of the client’s pets.

7. Inthe Select types of items to print field, deselect any item type you do not want to include on the
travel sheet.

8. Inthe Include prices on travel sheet field, choose whether or not to print prices on the travel sheet.
By default, travel sheets include blank lines so that staff can include notes and additional services
on the travel sheet. If you do not want to include these lines select No in the Leave additional
services and notes field.

10. Specify the Number of copies to print.

11. Click Preview if you want to view the travel sheet before printing.

12. Do one of the following:
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e (Click Print to print the travel sheet to the assigned printer and exit.

e (Click Close to exit without printing.
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Updating Check-In Information
After a patient has been checked in, you may want to change the patient’s check-in information or
update the room. You can update the check-in information and print an updated Check-In Report.
To open the Patient Check-In/Out window:
There are several ways to open the Patient Check-In/Out window:

e From the Census List (F3), select the client/patient and click Check-In.

e On the Patient Clipboard, select the client, and then right-click on the patient’s name in the Patient
list and select Check-In.

e Click the Check-In/Out | toolbar button.

e On the Activities menu, select Check-In/Out.

To update a patient’s check-in information:

1. Open the Patient Check-In/Out window and locate the client and patient.

2. Change the Reason for Visit, Staff ID, Room, Additional Notes, Check In Date/Time or Check
Out Date/Time.
3. Click Update. A message box appears asking you to print a Check-In Report.

4. Click Yes if you want to print the Check-In Report.

You can reprint a Check-In Report for a patient at any time. This report prints information based on
your check-in defaults.

Checking Patients Out of Your Practice
When you check a patient out of your practice, the patient is removed from the Census List. You can
automatically check patients out when you post an invoice.

To check a patient out of your practice:
» Do one of the following:

¢ Onthe Census List (F3), select the patient and click Check-out.

e When you post an invoice for the patient, in the Post Invoice dialog box, click the Check-out
patients check box.

¢ On the Patient Check-In/Out window, with the checked-in patient’s information displayed, click
Check-out.

Next Appointment Reminders
When you post an invoice, Cornerstone displays the next appointment reminder for each patient who is
on the invoice. If there’s more than one reminder for a patient, Cornerstone displays the earliest one. If a
reminder is overdue, it will still appear.
For more information about setting up appointment reminders, see the Appointment Scheduler Defaults
section of “Chapter 4: Setting Practice Workstation and Defaults” in the Cornerstone Administrator’s
Manual.
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m Next Appointment Reminder

A Ginger iz due for Heartwarrm test (antigen) on 8/2/2003 -
Sophie iz due for Discount Hip Radiographs on 6/7/2012
Gilligan iz due for bord on B/27/201 2 -

Schedule appointrment now? [ e l l Mo ]

These reminders include letter reminders that you can currently view in Cornerstone. If you set up the
feature to only display reminders for certain invoice items, Cornerstone will display only those reminders.

If you schedule an appointment using the reminder, that appointment will be printed on the invoice.

Note: The Next Appointment Reminder dialog box displays reminders for all of the patients on the
invoice, but the automatic scheduling feature takes you to the schedule for only the first patient listed.

To schedule an appointment using the reminder:

1. On the Next Appointment Reminder dialog box, select Yes. The Appointment Scheduler
window appears and displays the schedule for the date the reminder is due. If the reminder
is overdue, the schedule displays tomorrow’s schedule.

2. Right-click the time you want and select Schedule to begin scheduling the appointment.
The Schedule Appointment for the Following dialog box appears.

Click Yes. The New Appointment window opens.

4. Fill in appointment information, and click OK.
Note: Be sure to check the Reminders list, since the patient may have reminders for
several services that are due the same day.
Check-In Reports
Before You Begin
e (Check patients into your practice.

e Select the types of information to print on the Check-In Report by setting your Check-in Print Options
defaults (Controls > Defaults > Practice and Workstation > select Check-in > Check-in Print
Options from the menu on the left).
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Check-In Report

The types of information included on the Check-In Report depend on the Information to print options you
have selected for your Check-in Print Options defaults. See “Chapter 4: Setting Practice and Workstation
Defaults” in the Cornerstone Administrator’s Manual for information on setting the Check-in Print Options
defaults.

E Practice and Workstation Defaults EI@
Account -+ | Print Options
Alerts
Appointment Scheduler [ Billing information El Lab results Last3 months El
Boarding 9 Rangs Range

- Check-in [] Client reterrals Range lz‘ Expand lab results
kﬁm BinLOulons Medical notes Range; |Last 3 months El [ Images Fange El
-Daily Entries Report Hide Whiteboard Notes [ Image cases Range E‘
Daily Flanner L " 5
Documents [] Departing instructions Range lz‘ [ Patient referrals Fange: Al
‘End Of Period L Remincers Range: Al [=] ¥ calbacks Fiarge: |Last3 months =]
Estimate = .

IDEXX VetLah Settings “Weight/Body score Range: |Last3manths lz‘ Problems Fange: |Lastdmonths E‘
Imaging [ wital Signs Range: Al El Hide woided terms

-Inventory
Ivoice Diagnostic codes Range: |Last 12 months E Print birth date as age

Invoice Trem Appointments Range; |Due in 3months El Communications Fangs:  Lastmanth El
Labs

‘Messages Exams Range: |Last 12 months El Client notes
Passwords Patient prompts Patient notes

-Patient
Performance Tracker Prescrigtions Range; |Last 3 months El Print check-n report: Always ask E‘
-Physical Bxam Print histary in date order

-Practice
Prescriptions # of lines of histany to print 5 E|
-Purging
Report Language

-Required Data -

Check-in Print Options defaults

To print a Check-In Report at any time, follow the steps to update a patient’s check-in information. If you
don’t need to update any of the information, click Update immediately. See “Updating Check-In
Information” on page 124 for more information.

CHECK-IN REPORT

For Sally Lannon

Client ID: 21124 Current: $0.00 Credit Level: Cash or Check
Client Name: Steven & Barb Lannon 30 Days: $0.00  Billing chg: Yes
Address: 422 15th Ave SW 60 Days: $0.00 Last Pay Date: 2/12/08
Eau Claire, WI 54703 90 Days: $0.00
Phone: (715) 289-1996 Total: $0.00
Patient ID: 21124 Species: FELINE Color: Bluesealpt Weight: 12 pounds
Patient Name:  Sally Breed: DOMESTIC Age: 14Yrs 11 Sex: Spay
SHORTHAIR Mos.
Reason For Visit: Examination Check-In: 9/16/2009 10:40:54 AM
Room: Dr Fiala Staff: Dr. Mark J. Fiala DVM
REMINDER:
Date: 5/15/09 Type: | Item: 1300 RABIES 2 YEAR BOOSTER Staff ID: BR
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Overview

The Patient Check-in, Check-out and Census List windows allow you to track the patients currently at
your practice or expected to arrive. This helps you prepare and schedule your day.

The Census List details all of the patients currently checked into your practice, as well as the staff
member assigned to see them, the room they are located in and the reason for their visit.

To open the Census List:
» To open the Census List, press F3 anywhere in Cornerstone (or select Lists > Census).

I Census List
Practice: | THE ANIMAL MEDICAL CENTER - AWML

Vigw: | Patients In Hospital Sortby: | Cliert Name w

Suite: | default

Outpatient 2
Checked out today: 5 Litpatients: Check-out

v
v

Staft | Al Stalf i Checkedin today: 2 Inpatisnts i
:v
- Seheduled: 1 Total patisnts 2

Reem: | All Rooms in Suite
Select

Patient Name [ Patienin | Breed [ Status [ Practice-Roam-Cage [
Cient Name | Clentip | Sex | Reason for Yisi [ ward | o
Gizmo 21482-1 BICHON FRISE Ready to go home ML - Di Fiala W/ Fiala D
Hansen, Marlene || 21402 Neuter Eves Treament
Tl 223021 CHIROAACA, SMOOTH T Recovery EME D1 Fiaka T Fiala Dt
Lawler, Michele n 2302 Spay Dental Treatment |

E e

<] ¥

Census List

To track patients checked into (or out of) your practice, print the Census Report and Checked-in
Census Report. See “Patient Information Reports” on page 73 for information.

Viewing the Census List

To view all of the patients currently checked into your practice, use the Census List. The Census List
displays client and patient names and IDs, check-in dates and times, staff member IDs, where the
patients are located (room) and why the patient is in the practice (reason for visit). In addition, the
Census List displays how many patients have checked into and out of the practice for the day, how
many patients are in the hospital and how many patients are scheduled for the day. An icon displays if
the patient has invoice items on the Patient Visit List.

To change the way information appears in the Census List:

You can choose how information displays on the Census List. The Practice, View, Staff, Suite, Rooms
and Sort by fields have drop-down lists that provide options for viewing Census information. For
example, you can choose whether you want to include information for all staff members or for a single
provider.

e The Practice drop-down list is available for those practices with Multi-Location/Single Database
enabled. Using the color-coded Practice drop-down list, select a practice to display Census List
information only for that practice (an All Practices option is also available). By default, it preselects
the currently logged in practice.
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e Using the View drop-down list, choose Scheduled Appointments to view patients with scheduled
appointments. You can also choose Boarding & Grooming to view patients with boarding and
grooming appointments (Boarding and Grooming module only) or Patients in Hospital to view all
patients currently in your practice.

e Using the Staff drop-down list, view patients assigned to any staff member (all staff) or to a specific
staff member.

e Using the Suite drop-down list, view patients in specific suites of your practice. The default suite will
display for the logged-in staff member.

e Using the Rooms drop-down list, view patients in all of your rooms or in one particular room.

e Using the Sort By drop-down list, sort the information by Client Name, Date/Time, Patient Name,
Room, Staff or Visit Type.

e Use the scroll bar at the bottom of the dialog box to view additional information.
Note: Periodically, click the Refresh button to access the most up-to-date Census information.

To transfer client and patient information from the Census List to an invoice or estimate:

From the Census List, you can select a client and patient to transfer to an invoice or estimate that
requires a patient ID or client ID. Use this feature to quickly start an invoice, estimate, prescription label,
Patient Visit List or other item. The instructions below use the invoice as an example.

1. Open a new invoice or estimate and then press F3 to open the Census List.

2. Select the client and patient to use in the invoice (or estimate) and click Select. Cornerstone
transfers the client and patient information to the invoice.

3. Continue invoicing as usual.
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Overview

The Patient Visit List (PVL) serves as a patient’s storage area in the IDEXX Cornerstone* Practice
Management System. The Patient Visit List holds invoice items and other information that you may want
to transfer later to an invoice or to the patient’s history.

Through the Patient Visit List, you can:

e Indicate items you have recommended to clients

¢ Indicate accepted items

e Transfer performed items to the invoice

¢ Indicate recommended items that a client declines

e Transfer declined items to the patient’s medical file

e Add comments to each item

e View items transferred from finalized estimates

e Hold prescription items and transfer client/patient information from the prescription to the invoice

Item Source column

About the Patient Visit List Window

BE

X

Cancel

Perfarm

Sort by Date

Departing

Travel Sheet

Frirt

Irvvoice

£

Patient Owner
Item Status column information area information area
* Patient Visit List - Maggie
Pafient information Owner information
ID: 1321 Maggie Owner: |Dean/Susan Amidon e $0.00
e 7 Moz 35 poundz Credit code: Cash o Check
SPAMIEL, ENG. SPRING Spay Fayment: 1/2/2008 $361.93 Cash
T Item 1D Description | Gty | Amaunt |Disc:| Tax Staff| Ctr | Date I@.A.
& 1] 2380 EXAMINATION 100 $4500 No | No |§F|SMw PS5 09/03/2009 (4 |
| | 5240 EYE FLUORESCEIM STAIN 1.00 $1335 Mo | Mo |§F|FiMw L 03/03/2009 3_
[E| ==|5415 SCHIRMER TEAR TEST 1.00 $1716 No | No | =aMw L 0940342009 3_
Line item + No | No | =l
entry grid
+ Mo | Mo | 3
+ Mo | Mo [ & |l
+ No | Mo |/ 5|
+ No | Mo |7 |
Item &)
t f Include recommended _ Total: 7951
ranster [¥lInclude accepted Dlsc:Tounts: ggg
H axes: .
Optlons Include perfarmed Total 7957
Dizplay blue comment line I

o
s

+

- PVL task
and action
buttons

|
Blue comment
line check box
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Total of all line items on
this PVL marked to
transfer to the invoice
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Patient Information Area

The Patient information area displays the patient’s ID, name, age, weight, and body score (if activated),
breed and sex.

To enter a current weight and/or add other vital sign entries as appropriate for the patient, click the Vital

Signs/Weight button. See “Chapter 16: Recording Vital Signs/Weight Information” beginning on
page 229 for information on entering vital signs.

Note: The button displays in red/yellow as an alert if at least one vital sign (other than weight and
body score) has not been entered for the patient within the past 10 days.

Owner Information Area

The Owner information area displays the primary owner along with the associated client balance and
account information. If there is more than one owner, you can select a different owner from the Owner
drop-down list, if needed. The default taxes and discounts applied to invoice items on the Patient Visit
List are based on the selected owner.

Item Source Column
For items that Cornerstone transfers to the Patient Visit List from another source, the ltem Source
column displays an icon to indicate the transfer source.

This icon: Indicates the item was transferred from:
EE“ Appointment

Boarding reservation (Boarding and Grooming module only)

E »

Correspondence document

Estimate

Image request (IDEXX SmartLink Digital Imaging module only)
Laboratory request (Laboratory module only)

Medical note

Patient Advisor exam (Patient Advisor module only)

Prescription

fTEHNEEO@ =

Whiteboard

Tip: You can right-click an icon to display a Calculated Price box to view a breakdown of the item’s
pricing.
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Using the status buttons located to the immediate left of each item ID, staff members can indicate
information they have communicated to the client (and the client’s response).

This Indicates this item status: | Description:
button:
ﬂ Recommended Default status when an item or service is added to the PVL
ﬂ Accepted Client wants to purchase the item or service
[# Performed ltem is dispensed or the service is performed
E Declined Client does not want to purchase the item or service

Declined to history

el

Client does not want to purchase the item or service; information
about the declined item is saved to the patient’s history

Note: You can also right-click on an item’s status button and then select a new status from the menu.

Aufomatic Status Changes

o Estimate items — The Add invoice items to PVL setting in Estimate defaults determines if invoice
items from a finalized estimate are transferred to the Patient Visit List (PVL). If the estimate invoice
items are transferred to the PVL, their status is automatically changed to Accepted, and the date for
the line item on the PVL is updated to the current date.

o Checked-in appointment items — Invoice items are transferred from appointments to the PVL only
when the patient is checked into the practice. When appointment items are transferred to the PVL,
their status is automatically changed to Accepted.

e Laboratory or boarding items — When laboratory or boarding invoice items are transferred to the
PVL, their status is automatically changed to Performed.

Line Item Entry Grid

The Patient Visit List line item entry grid includes the following columns/fields:

Column/Field

Item ID

Description

Qty (Quantity)
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Description

Enter an invoice item ID by either typing the ID or pressing F2 (or double-
clicking) to search for and select the item from the Invoice ltem List. To
delete an item from the grid, click in the item’s Item ID field and press
CTRL+D.

If any duplicate items are entered in the grid, these line items display in
dark red. In addition, if the Display duplicate items warning check box is
selected in Invoice defaults, a “Duplicate items exist” message displays
when the patient’s PVL is opened or when the items are transferred to an
invoice.

The invoice item’s Hospital description is displayed.

Note: If the item was flagged as a Miscellaneous item on the Invoice Item
Information window’s Info tab, you are allowed to make changes to the
description when adding the item to the grid.

The quantity of the item; default quantity is 1.
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Column/Field

Amount

Disc (Discount)

Tax

E

Item notes

Prescription ‘& button

Departing Instructions
button

Staff

Ctr (Revenue Center)

Date
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Description
The price of the item, based on the quantity specified.

For invoice items transferred from an estimate, the Low price or High price
may display, depending on the setting specified in the Transfer to patient
visit list when finalized area in Estimate defaults.

When you previously set up your invoice items, you had the option of
linking certain discounts to individual invoice items on the Invoice Iltem
Information window’s Tax/Disc tab. If you invoice a client who is set up to
receive the discount associated with the item, Cornerstone automatically
applies the discount, and the button in the Discount column displays Yes.
To add or remove a discount on an invoice item, click the Yes or No
button in its line item row. See “Applying Discounts to Specific Invoice
ltems” on page 187 for information on invoice item discounts.

When you previously set up your invoice items, you had the option of
linking certain taxes to individual invoice items on the Invoice ltem
Information window’s Tax/Disc tab. If you invoice a client for one of these
items, Cornerstone automatically applies the tax and the button in the Tax
column displays Yes (except when the client has been marked as tax
exempt). To add or remove a tax on an invoice item, click the Yes or No
button in its line item row. See “Applying Taxes to Specific Invoice ltems”
on page 188 for information on invoice item taxes.

If you are not displaying blue comment lines on the PVL, the ltem notes
column is displayed. If there is a note for an item and the blue comment
lines are hidden, you can click the item’s notes | & | icon to view the note.
See “Displaying Blue Comment Lines on the Grid” on page 133 for
information on blue comment line notes.

Displays the Prescription Information dialog box, which allows you to
create a prescription for the invoice item. See “Creating a Prescription” on
page 294 for information on creating a prescription.

Displays the Departing Instructions dialog box, which allows you to specify
an item’s departing instructions to print on the invoice. See “Adding
Departing Instructions” on page 189 for information.

The ID of the staff member to associate with this invoice item; defaults to
the staff ID specified in Patient defaults or the staff associated with the
item’s transfer source (lab request, medical note, etc.). To change the
staff, either type the ID or press F2 to search for and select the staff from
the Staff List.

The ID of the revenue center to associate with this invoice item. If a default
revenue center was specified on the Invoice ltem Information window’s
Info tab, that revenue center ID displays here. To change the revenue
center, either type the ID or press F2 to search for and select a revenue
center from the Revenue Center List.

The date the invoice item is added to the PVL for the patient; defaults to
the current date. To change the date, either type a different date or press
F2 to select a date using the calendar.
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Column/Field Description

If an inventory item is marked to track quantity on hand, lot numbers,
Verify Inventory Details @ expiration dates, and/or multiple locations, you may be asked to verify

inventory details for this invoice item. For these types of inventory items,

one of the following icons will appear in the column to indicate whether or

not inventory details are missing:

ﬂ Indicates more inventory information is required.

Click the ﬂ icon and proceed to enter the inventory details and click the
Verified check box to verify the details for each item as required.

See “Verifying Inventory Details” on page 191 for more information.

Displaying Blue Comment Lines on the Grid

You have the option of displaying a blue comment line below each invoice item row on the PVL. The
comment line is used to store comments or notes about an item. Comment line notes are not transferred
to the invoice or to patient history, with the exception of items that have been declined to history. If an
item is declined to history, the declined item information is saved in the patient’s history, along with any
associated blue comment line notes for the item.

The default for displaying or hiding the blue comment line when the PVL is opened is based on the
Display blue comment line check box in the Patient visit list area in Invoice defaults. You can also
change this setting at any time while viewing the PVL by selecting or clearing the Display blue
comment line check box on the Patient Visit List, located in the bottom-left corner of the window.

Tip: If there is a comment for an item and the comment lines are hidden, you can click the item’s notes
£ |icon to view the comment.

Options for Transferring Patient Visit List Iltems to the Invoice

Three item transfer check boxes in the bottom-left corner of the Patient Visit List window indicate which
types of items to transfer to the invoice:

¢ IfInclude recommended is selected, items marked as Recommended ﬂ will transfer.
¢ IfInclude accepted is selected, items marked as Accepted ﬂ will transfer.

e IfInclude performed is selected, items marked as Performed [£]| will transfer,

Note: Defaults for these check boxes can be set in the Patient visit list area in Invoice defaults.

As you select (or clear) an item transfer check box on the PVL, the adjacent total dollar amount changes
to reflect the types of items you've included. This is the total dollar amount that will transfer to the
invoice.

To open the Patient Visit List from an invoice:

If items exist on the Patient Visit List for a patient, when the patient is invoiced, one of the following will
happen:

o [fthe Display patient visit message option is selected in Invoice defaults, a message displays to
ask if you want to select items from the list. Click Yes to open the Patient Visit List.

o [fthe Display patient visit message option is not selected in Invoice defaults, the Patient Visit List
automatically displays.
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In addition, if items exist on the Patient Visit List for a patient, during invoicing you can click the Special
button at any time and process the Patient Visit action to open the Patient Visit List for the patient.

Patient Visit List Task and Action Buttons (Right Side of Window)
Use the buttons along the right side of the Patient Visit List window to perform additional tasks and

actions.
Button

Perform

Sort by Date

Departing

Pharmacy

Special

Travel Sheet

Frirt

|nvioice

AU ek

Description

Change the item status for all Recommended and/or Accepted invoice items on the
PVL to Performed, indicating that you are ready to bill for these items.

Sort the items on the PVL in ascending date order.

Display the Departing Instructions dialog box to view or modify departing instructions
linked to invoice items on this PVL. You can also add or update general instructions
to associate with this PVL (vs. associating with a particular invoice item).

Access the Pharmacy Formulary (Pharmacy Formulary module only). See “Using the
Pharmacy Formulary” on page 197 for information.

View and/or process any special actions linked to the invoice items on this PVL. See
“Processing Special Actions” on page 192 for information.

Select items to transfer from your practice’s travel sheet. See “Transferring Invoice
ltems from a Travel Sheet” on page 186 for information.

Display the patient’s Patient Visit List Report in a preview window. From here you can
click Print to print the report or click Save to save the report data to a file.

Display the Client Invoice window for the current client and patient on the PVL.
Depending on the item transfer options selected for this PVL, all applicable invoice
items will transfer from the PVL to the invoice.

Adding Recommended ltems to the Patient Visit List
Recommending items to clients is an important way to provide better pet health care and to generate
revenue for your practice. By placing recommended items on the Patient Visit List (PVL) and tracking
whether clients accept or decline the recommendation, this important information is available to the rest

of the staff.

Before You Begin

e Set the Transfer to patient visit list when finalized options in Estimate defaults (Controls > Defaults
> Practice and Workstation > select Estimate from the menu on the left).

e Set the When inventory details need to be verified option for Performed PVL items and Saved
Invoices in Inventory defaults (Controls > Defaults > Practice and Workstation > select
Inventory from the menu on the left).

¢ Set the Display patient visit message option and Patient visit list options in Invoice defaults
(Controls > Defaults > Practice and Workstation > select Invoice from the menu on the left).
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To add recommended items to the Patient Visit List:

1.

10.

11.

12.

To open the Patient Visit List for a patient, do one of the following:
o With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the
patient’'s name and select Patient Visit List.

e (Click the Patient Visit List E@ toolbar button.

Depending on how you accessed the Patient Visit List, the patient may already be selected. If not, in
the ID field, enter the patient ID by either typing the ID or pressing F2 to search for and select the
patient from the Patient List.

If necessary, select a different owner from the Owner drop-down list.

In the next available Item ID field, enter an item ID by either typing the ID or pressing F2 to search
for and select the item from the Invoice ltem List.

Tip: You can also click Travel Sheet to select items from a travel sheet. See “Transferring Invoice
Items from a Travel Sheet” on page 186 for information.

With the item ID entered, one or more dialog boxes may display, depending on the type of item
entered and its associated special actions, if any.

If necessary, change the Qty for the item.
The item pricing is calculated automatically, based on the specified quantity, and is displayed in the
Amount field. Change the price, if necessary.

Note: You may not be allowed to change the item’s pricing, based on the Allow change setting for
this item on the Invoice Iltem Information window's Info tab. If changes are allowed, you may be
required to select a price change reason.

Complete the remaining fields for the line item as needed. See “Line Item Entry Grid” on page 131
for more information.

If necessary, change the status of the item to Accepted, Performed, Declined or Declined to
history by clicking the status button to the immediate left of the item ID. See “ltem Status Column”
on page 131 for more information.

Tip: To quickly change the item status for all Recommended and/or Accepted invoice items on the
PVL to Performed, click Perform.

To change the order that items appear on the PVL, click in the item’s Item ID field and move the
item up or down using the arrow buttons in the bottom-right corner of the window. ltems will be
transferred to the invoice in this order.

Tip: To quickly sort the items in ascending date order, click Sort by Date.

To remove an item from the PVL, click in the item’s ltem ID field and press CTRL+D. To delete an
item that is part of a group, click in the item’s Qty field and press CTRL+D.

As needed, perform additional tasks from the PVL using the buttons on the right side of the window.
See “Patient Visit List Task and Action Buttons (Right Side of Window)” on page 134 for more
information.

When you are finished, click OK to save any changes and close the Patient Visit List.

When the Patient Visit List is closed, any items marked as Declined are deleted, and any items
marked as Declined to history are transferred to patient history.
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For a list of all items currently on the Patient Visit List for all patients, print the Patient Visit List By
Date Report or the Patient Visit By Type Report (both in the End of Day report group).

Viewing the Patient Visit List on the Daily Planner
The Daily Planner’s Patient Visit List tab allows you to view invoice items on the Patient Visit List (PVL)
associated with a specific staff member or for all staff. You can also organize the displayed PVL
information in staff order or by item classification. Viewing the PVL information by item classification
allows you to narrow the list of patients to those that have an invoice item associated with a selected
classification.

To access the Patient Visit List for a specific patient, right-click a patient in the list and select Update. To
display the Patient Visit List Report for a specific patient, right-click a patient in the list and select Print.

See “Chapter 14: Using the Daily Planner” beginning on page 134 for information on the Daily Planner.
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This chapter covers the steps required to enter treatment orders and perform other daily usage tasks
in the Electronic Whiteboard. For information on the steps required to set up the Electronic Whiteboard
in Cornerstone, see “Chapter 13: Setting Up the Electronic Whiteboard” in the Cornerstone
Administrator’s Manual.

Overview
The Electronic Whiteboard encompasses three windows that work in conjunction to provide you with a
comprehensive solution for ordering, processing and tracking patient treatments within the hospital.

Patient Orders window — Used to schedule and manage treatment orders for a patient on the
Whiteboard.

Whiteboard (main grid) window — Provides a centralized view of patients’ treatment schedules and
statuses and acts as a key entry point to ordering and editing treatments.

Patient Treatments window — Allows you to view and complete treatment orders for a patient on
the Whiteboard.

This chapter covers the following tasks to help you get started entering treatment orders and performing
other Whiteboard daily usage tasks:

Add a patient to the Whiteboard

Schedule patient orders

Delete, discontinue, or reinstate orders

View the Whiteboard on a second monitor

Set the sort order for viewing patients on the Whiteboard
Set filter options for viewing treatments on the Whiteboard
Change the date for viewing treatments on the Whiteboard
Working with patient alerts on the Whiteboard

Complete a treatment or multiple treatments simultaneously
Reverse a completed treatment

Remove a patient from the Whiteboard

Discharge a patient through invoicing

Work with Whiteboard reports

Adding a Patient to the Whiteboard
A patient must have a status of Inpatient to be added to the Whiteboard. You can update this status
using the Patient Check-in/out window, Patient Clipboard, Census List or Whiteboard window.

From the Patient Check-in/out window:

1.
2.

Check in the patient as usual.

Select the Inpatient option to automatically place the patient on the Whiteboard upon check-in.
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Note: Once a patient is checked in as an Inpatient, you cannot change this option to Outpatient.

From the Patient Clipboard:

» Select the client, and then right-click on the patient’s name in the Patient list area and select
Electronic Whiteboard > Patient Orders. The patient’s information displays in the Patient Orders
window with the Inpatient status selected by default.

From the Census List:

1. Select the patient on the Census List and click Update to display the patient’s information in the
Patient Check-in/out window.

2. Select the Inpatient option and click the Check-in button, or, if the patient is already checked in,
click the Update button.

From the Whiteboard:

1. In the Patients column, right-click and select Orders for New Patient.

2. Within the Patient Orders window, enter the patient’s ID in the ID field by either typing the ID or

pressing F2 to search for and select the patient from the Patient List. The Inpatient status is selected
by default.

About the Patient Orders Window
The Patient Orders window is used to schedule and manage treatment orders for a specific patient on
the Whiteboard.

| g Daisey - Patient Orders E]@
w10 7357 Fow Gitesl € Doct
1‘ Daisey [ |t emal Medicin | Superising [©5 | Comin Schulze, DVM
LOFEZ, Tammy (1468) = .
workup v
2915, 9 Mos, 1 e Secondary. | | Cument Care: CS | Comin Schulze, DYM
AN Pug Spayed Female Admi; [08/01/2011|12:00 PM Cage
Status: [ Inpatient v Discharge; [19/05/2011 Ward: | Treatment Area 1w Travel Sheet
[JHide completed and discontinued treatments Alerts:  Cautior: GOWN/GLOVE ¥ edit
[ Dose] Stat | Duration | A
| Item D \ Iterm Descriptian Quantity Billing Category | Frequency Mot | il | FRNl How \ Date Time | Daysl Hrs \ Aisa | Shaff Class
7 UA Utinalysis- IDEX Ref Lab 1.007 fine each time Diagnostics  Untl Completer Not required [ ] [ 09/01/2011 1200 PM [ Technician
| Sterile sample by cystocentesis if possible
2 |CBC CBE- IDEXX InHouse 1.001 ine each tine Diagnostics  Onetime  Motrequred [ [0 [ 0/01/2011 1200PM 0 0L Technician
31743 GHP- General Healh Profile labwork 1.001 ine each tine Diagnostics  Onetime  Motrequred [ [ [ 03/01/2011 1200 PM 0 0L Technician
485 Utine Culture/Sensitivity- IDEXX Ref Lab 1.001 ine each tine Diagnostics  Onetime  Motrequred [ [ [ 03/01/2011 1200PM 0 oL Technician
| Use uine obtained fiom sterile sampls
5 747 Sm - Cystogram - ABD - Lat 1007 e each line Diagnostics  Onetime  Motrequred [ [ [ 09/01/2011 1200 PM 0 ORadilogy  Technician
6 1498 Srm - Cystogram - ABD - VD 1007 ine each line Diagnostics  Onetime  Motrequred [ [ [ 09/01/2011 1200 PM 0 ORadiclgy  Technician
7 [HOSP Hospitaiization (per day] 1,007 line each line Trestments  Every 24 his Mot required O [0 owo2011 1200 PM 0 OHospitalized/Si Veterinarian
8 |BAYER Byt tablet 68mg 1,001 line each tine Treatments  BID 2 per day Notrequred  [] [] [] 03/01/2011 1200 PM 0 OHospislized/Si Technician
g |IvCP 1V, Catheter Placement 1.001 line each tine Treatments  Untl Completec Not requied [ [ ow0o1/2011 12:00 PM 0 OHospislized/Si Technician
0 F IV Set/Cath & Fluids - 500 ml 1,001 line each tine Treatments  Confinuous  Feqwhencom [ [] [ 03/01/2011 1200 PM 0 OHospislized/Si Technician
_ | d0mithe TRD
11 IvP IV Purnp per day 1001 line each tine Treatments  Confinuous  Notrequred [ | [] [ 03/01/2011 1200 PM 0 OHospislized/Si Technician
121909 Lactated Ringers 1.00Mo billing or inve Medications  Every 24 his  Feqwhencom [ []  [] 03/01/2011 12:00 PM 0 OHospitsized/Si Technician
_1®
13 MORPHI Morphine Injection 1.001 fine each tine Medications ~ Every Ghis  Feqwhencom [ []  [] 03/01/2011 1220 PM 4 OHospitelized/Si Veterinarian
14 F|FE | E
v

Patient Orders window

To access the Patient Orders window, do one of the following:

e From the Whiteboard, right-click a patient in the Patients column and select Patient Orders (or
select Orders for New Patient for a patient who is not already on the Whiteboard).
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o From the Patient Clipboard, in the Patient list area, right-click the patient's name and select
Electronic Whiteboard > Patient Orders.

e From the Activities menu, select Electronic Whiteboard > Patient Orders.

Patient Order Information Area (Top of Window)

Column/Field
Patient ID

Vital Signs/Weight

button

Status

Critical

Primary Reason for Visit

Cornerstone User’s Manual

Description
Indicates which patient’s orders are being scheduled.

Depending on how you accessed the Patient Orders window, the patient

may already be selected. If not, in the Patient ID field, enter the patient ID
by either typing the ID or pressing F2 to search for and select the patient

from the Patient List.

With the patient ID specified, the patient’s name, client name, client ID,
age, weight and body score (if activated), species, breed and sex
information displays.

Allows you to access the Vital Signs window to update weight and/or other
vital signs for the patient.

Note: The button displays in red/yellow as an alert if at least one vital
sign (other than weight and body score) has not been entered for the
patient within the past 10 days.

Indicates the patient’s standing within the hospital. Options include:
e Inpatient — patient is currently being treated.
¢ Ready to go home - patient’s treatments are completed.

e Discharged - client has been invoiced and the patient has been
checked out of the hospital (or was manually removed from the
Whiteboard).

e Any custom status that has been set up for the hospital.

Note: A custom status will be considered equal to the “Ready to go home”
status in Cornerstone only if it contains one of the following keywords:
Ready, Home, Pick, Release, or Discharge.

Select this check box if you want to flag a patient as critical and display the
Critical & icon for the patient on all Electronic Whiteboard windows, the
Check-in/out window and the Census List window.

Patients flagged as critical display at the top of the Patients column on the
Whiteboard, regardless of the selected sort order (with the exception of the
Treatments for Hour sort orders, where critical patients display at the top
only if they have treatments for that hour).

The general type of problem or procedure requiring the patient to be
hospitalized (e.g., Dental, Emergency, Surgery).

Depending on the color assigned to this reason during setup (in Controls
> Appointment Scheduler > Reason for Visit), a color-coded circle
appears with the patient information on the Whiteboard and Patient
Treatments window to indicate the reason for visit.
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Secondary Reason for Visit

Admit date/time

Discharge date

Supervising Doctor

Current Care Doctor

Cage

Ward
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Description

The Secondary reason for visit can be used to indicate the specific
problem or procedure requiring the patient to be hospitalized (e.g.,
Extraction, Vomiting, Spay). If a secondary reason for visit is specified, it
displays with the patient information on the Whiteboard and Patient
Treatments windows.

Note: A Primary reason must first be specified in order to activate the
Secondary field. The secondary reason can then be selected from the
predefined drop-down list, or staff can manually enter a different
secondary reason.

Indicates when the patient is admitted to the hospital.

Indicates when the patient is scheduled to leave the hospital. (Cornerstone
adds three days to the Admit date and inserts this date by default.)

The doctor who admits the patient and is the overriding decision maker for
the case.

The doctor who assumes care of the patient if there is a shift change or if
the supervising doctor is unavailable.

Specific location where the patient will be located while hospitalized.

General location where the patient will be staying while hospitalized.

Item Transfer Buttons (Right Side of Window)

Column/Field
PVL

Travel Sheet

Patient Orders Entry Grid
Column/Field

Hide completed and
discontinued treatments

Alerts

Cornerstone User’s Manual

Description

Used to access the Whiteboard Patient Visit List and transfer invoice items
to the Patient Orders entry grid. See “Transferring Patient Order ltems from
the Whiteboard Patient Visit List” on page 145 for information.

Used to transfer invoice items from travel sheets to the Patient Orders entry
grid. See “Transferring Invoice ltems from a Travel Sheet” on page 186 for
information.

Description

Select this check box if you want to display only uncompleted treatments
for the patient.

If Whiteboard alerts exist for the patient, you can view those alerts from the
Patient Orders window.

If there is more than one alert for the patient, a downward-pointing arrow
displays to the right of the Alerts field to indicate there are more alerts to
view. Rest the mouse pointer on the displayed alert to view the patient’s full
alert list in a pop-up window.

To open the Whiteboard Alerts dialog box to edit or add to the patient’s
alert list, click the blue edit link (located to the right of the Alerts field).
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Column/Field Description

To specify the order in which treatments should display on the Whiteboard
and Patient Treatments windows, renumber them as needed by changing
the numbers in the left column. The order of treatments specified on the
Patient Orders window is the order that will be used to display the
treatment lines within the patient’s treatment block for each hour on the
Whiteboard.

Left column for numbering
patient treatment orders

To renumber a treatment order line, change the number in the left column
as desired and then press TAB.

Note: For group items, you cannot change the order of the individual items
until after the patient orders have been saved by clicking OK on the Patient
Orders window. You can then reopen the window and reorder the
individual items as desired.

Item ID Used to specify the treatments to order for this patient.

The total number of the invoice item to be charged each time the treatment

Quantity
is completed (can be changed later, if necessary).

For this Patient Orders invoice item, indicates what will appear on the
invoice and in patient history, and how often it will appear. Billing options
include:

Billing

1 line each time - The item appears on the invoice and in patient history
each time the treatment is completed.

1 line each day - Although a treatment is completed several times during
the day, at the end of the day, only one line item appears on the invoice
and in patient history, showing the total quantity and price.

1 line each visit — Regardless of how many times a treatment is
completed during the course of the hospital stay, only one line for the
entire visit appears on the invoice and in patient history, showing the total
quantity and price.

For example, if a treatment is performed on January 22nd and 23rd, the
item appears in history as being performed twice on the 23rd.

No billing or inventory reduction — The treatment item is not placed on
the invoice or in patient history, which means the invoice item is not pulled
from inventory and the client is not charged. (If, however, the Save to
history option is selected when the treatment is processed, a Whiteboard
medical note will be added to the patient’s history for the item.)

If the No billing.... option is selected for an item, the No Billing (&} icon
displays in the blue line below the line item as a reminder to staff. This icon
also appears on the Patient Treatments window for the order item.

Note: It is possible to choose any of these billing options for a service
item. However, for inventory items, only 1 line each time or No billing or
inventory reduction can be selected.

Used to indicate the type of care that applies to the treatment order item.
Examples include Medication, Diagnostics, Daily Care, Treatments, and
any custom category that has been set up for the hospital.

Category
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Frequency

Note

Vital Signs Prompt

PRN

Dose Now

Start Date/Time

Duration Days/Hrs

Area

Staff Class

Blue line
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Description

How often the treatment should be performed. Many commonly used
frequencies are provided, including:

Continuous — Treatment is continued until the end of the specified
duration occurs, the treatment is discontinued, or the patient is checked
out. Continuous treatment time blocks display with a light blue background
on the Whiteboard.

Until Completed — Used when a time for completion cannot be assigned
based on the type of action or treatment (e.g., staff needs to obtain a urine
sample). When selected, Until Completed will display continuously on the
Whiteboard until it is processed once. Then the treatment will be marked
Completed at the time staff processes the order.

One time - Treatment will be added for the start date and time indicated
on the order.

Every X hours — Treatment will be added for the start date and time listed
on the order and for every number of hours indicated until the discharge
date.

Every X days — Treatment will be added for the start date and time listed
on the order and for every number of days indicated until the discharge
date.

Used to indicate whether a Whiteboard medical note entry is required
when the selected treatment is marked as Completed or Did not perform.

Select this check box if you want staff to be prompted to record vitals for
the patient every time this item is completed within the Patient Treatments
window.

Select the PRN (pro re nata) check box to indicate that the treatment or
task is to be completed as needed.

Indicates if the dose should start now, before the prescheduled time, or for
frequencies such as SID, which is once a day, BID, which is twice a day,
TID, which is three times a day or QID, which is four times a day.

When to start the patient treatment.

The number of days and/or hours to continue the treatment or action. If a
number is not entered, the treatment order remains on the Whiteboard until
completed.

Indicates where the treatment will be performed. This allows staff to narrow
the list of treatments that display on the Whiteboard and Patient
Treatments windows to a specific area.

Used to indicated which type of staff should perform the treatment.

Use the blue line below each treatment item to enter any special
instructions for the item. These instructions appear on the Patient
Treatments window and are saved in the Whiteboard medical notes when
the treatment is completed.
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Scheduling Patient Orders
The Electronic Whiteboard’s Patient Orders window allows you to add treatment orders for a patient.

To schedule orders for a patient:

1.

10.

11.
12.

Add the patient to the Whiteboard (see page 137) and access the Patient Orders window for the
patient.

If necessary, in the ID field, enter the ID for the patient by typing the ID and pressing TAB, or
pressing F2 to search for and select the patient from the Patient List.

If necessary, click the Vital Signs/Weight button to record vitals for the patient within the Vital
Signs window.

In the Status field, select Inpatient. This status is used to check in and place the patient on the
Whiteboard.

If this is a critical care patient, select the Critical check box to flag a patient as critical and display
the Critical %¥ icon for the patient on all Electronic Whiteboard windows, the Check-in/out window
and the Census List window.

Under Reason for visit, click the Primary drop-down list and select a reason to indicate the general
type of visit (e.g., Dental, Emergency, Surgery). If desired, in the Secondary field, select or type a
secondary reason to provide more detail on the specific problem or procedure (e.g., Extraction,
Vomiting, Spay).

In the Admit date and time fields, specify when the patient will be admitted to the hospital by either
typing the information or pressing F2 in the date field to select it from a calendar and then typing the
time. (Cornerstone will insert the current system date and time by default.)

In the Discharge field, enter the date the patient is scheduled to be discharged from the hospital.

Under Doctor, in the Supervising field, enter the staff ID of the doctor who admits and is the
overriding decision-maker for the case by either typing the ID or pressing F2 to search for and select
the doctor from the Staff List. In the Current Care field, enter the staff ID of the doctor who assumes
care of the patient if there is a shift change or because the supervising doctor is unavailable.

Note: The supervising doctor and current care doctor can be the same.

In the Cage field, type the name of the specific cage the patient will be staying in during
hospitalization.

From the Ward list, select the general area where the patient will be located.

To display only uncompleted treatments for the patient on this window, select the Hide completed
and discontinued treatments check box. This option is generally selected if the patient has existing
orders.
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13. If Whiteboard alerts exist for the patient, you can view and edit those alerts from the Patient Orders
window:

If there is more than one alert for the patient, a downward-pointing arrow ¥ displays to the right
of the Alerts field to indicate there are more alerts to view. Rest the mouse pointer on the
displayed alert to view the patient’s full alert list in a pop-up window.

To open the Whiteboard Alerts dialog box to edit or add to the patient’s alert list, click the blue
edit link (located to the right of the Alerts field).

14. To add the actual treatment orders for the patient, you have several options. You can transfer items
from the Whiteboard Patient Visit List (see page 145), transfer items from travel sheets (see page
186), and/or manually add items within the Patient Orders entry grid (see the following step).

15. To manually add an invoice item, group code, or item from a pick list, do the following:

a.

In the Item ID field, type the invoice item ID and press TAB, or press F2 to search for and select
the item from the Invoice Item List.

Note: If there are Whiteboard defaults set up for this item on the Invoice Item Information
window’s Whiteboard tab, those default values, change rules and editing permissions settings
will be applied for this item'’s Patient Orders entry grid fields.

In the Quantity field, if known, type the total number of the invoice item to be charged each time
the treatment is completed. This number can be changed when completing the treatment if
necessary.

In the Billing field, select the appropriate option for what and how many times a treatment item
appears on the invoice and in patient history. If this is an inventory item, only 1 line each time or
No billing or inventory reduction can be selected. When a patient order item is set to No
billing..., the invoice item is not pulled from inventory, and the client is not charged.

Note: If No billing... is selected, the No Billing & icon displays in the blue line below the line
item as a reminder to staff. This icon also appears on the Patient Treatments window for the
order item.

In the Category field, select the type of care that applies to this invoice item.
In the Frequency field, select how often the treatment should be performed.

In the Note field, you have the option of choosing to require a medical note be entered when the
selected treatment is marked as Completed or Did not perform.

Select the Vital Signs Prompt check box if vital signs need to be recorded when the
treatment is completed for this item.

Select the PRN (pro re nata) check box for items that are to be completed as needed.

Select the Dose Now check box for items that should be administered starting immediately for
frequencies such as SID for once a day, BID for twice a day, TID for three times a day, or QID
for four times a day.

In the Start Date and Time fields, modify the date and time to start the treatment, if necessary.
You can specify an on-the-hour time (10 AM, 2 PM, etc.) or an incremental on-the-minute time
(10:15 AM, 2:30 PM, etc.).

Note: If you want to enter orders for a treatment needing to be completed every X minutes
within a single hour—for example, a Glucose Curve test every 10 minutes—you would need to
add a separate treatment order line for each occurrence.

Cornerstone User’s Manual 144



Chapter 10: Using the Electronic Whiteboard

k. Inthe Duration Days and Hrs fields, type the number of days and/or hours to continue the
treatment, if necessary. If no duration is entered, the treatment orders remain on the Whiteboard
until completed.

l.  Inthe Area field, select where the treatment will be performed.
m. In the Staff Class field, select the type of staff member who should perform the treatment.
n. Repeat steps a-m to schedule additional patient treatment orders, if necessary.

16. If needed, type any special instructions for an item on the blue line below the white invoice item line.
These instructions will appear within the Patient Treatments window below the item and in the
finalized Whiteboard note.

17. When you have finished entering patient orders, if desired you can rearrange the orders as needed
by changing the numbers in the left column. To renumber a treatment order line, change the number
in the left column as desired and then press TAB. (The order of treatments specified on the Patient
Orders window is the order that will be used to display the treatment lines within the patient’s
treatment block for each hour on the Whiteboard.)

Note: For group items, you cannot change the order of the individual items until after the patient
orders have been saved by clicking OK on the Patient Orders window. You can then reopen the
window and reorder the individual items as desired.

18. When the patient orders are complete, click OK.

Note: You may return to the Patient Orders window later to add additional orders if needed. To
access the patient orders from the Whiteboard, right-click on the patient in the Patients column and
select Patient Orders.

Transferring Patient Order Iltems from the Whiteboard Patient Visit List
When you access the Patient Orders window for a patient, there may already be invoice items on the
Patient Visit List that were transferred from other areas of Cornerstone. When scheduling patient
treatment orders, you can easily transfer these items from the Whiteboard Patient Visit List.
WARNING: Failure to transfer Whiteboard Patient Visit List items to patient orders can result in duplicate
charges.

To transfer items from the Whiteboard Patient Visit List:

1. On the Patient Orders window, with all Patient order information area fields completed for the patient,
click the PVL button. The Whiteboard Patient Visit List displays invoice items transferred from other
areas of Cornerstone.
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Whiteboard Patient Visit List - Mic
Patient information Owner information
10: Mic Dwmer: | D anette Sutherland | $0.00
13%7s. 3 Mos 5 pounds Credit code: Accept All Payments
Collie, Border Meutered Male Papment: 9/26/2011 $14.50 Cash
Drd‘ Item 1D D egcription | Oy | Amount |Disc Tax Staffl Chr | Date |@“ Perform
v ] Hao Hospitalization 1.00 $3000 Mo | Mo |§F|FHLF H 09/26/2011 (&
w| ] ECOLPL  Plastic E-collar - non-rsfundable 100 $17.00 Mo | ves |§IFLF H  D9/26/2011 (2
v i Depaiting
=+ ] Mo | Mo = 3
= e e gfY =2
= No | o |F|FEY =N
= O Mo | Mo |&F|FE0 3 Travel Shest
e No | No |4 =N
= O No | No |4 =]
e O Mo | Mo |&F|TH e * ¥
.v.
Total: 47.00
Discounts: 0.00 [CI5elect al
Tawez 128
Total: 4828
Dizplay blue comment line

Whiteboard Patient Visit List

2. Indicate which items to move to the Patient Orders window by either clicking the Ord check box next
to each applicable item or clicking the Select all check box to choose all invoice items not marked
as performed and any performed lab requests.

Note: Any item marked as performed, with the exception of the performed lab requests, cannot be
transferred.

3. As needed, perform other Whiteboard Patient Visit List tasks or actions using the buttons on the
right side of the window:

o Perform — Change the item status for all Recommended and/or Accepted invoice items on the
Whiteboard PVL to Performed, indicating that you are ready to bill for these items.

e Sort by Date — Sort the items on the PVL in ascending date order.

e Departing - Display the Departing Instructions dialog box to view or modify departing
instructions linked to invoice items on this PVL.

e Pharmacy - Access the Pharmacy Formulary (Pharmacy Formulary module only).
e Special — View and/or process any special actions linked to the invoice items on this PVL.
e Travel Sheet - Select items to transfer from your practice’s travel sheet.
e Arrow buttons - Use the or arrow buttons to reorder the invoice items.
4. Click the Order button to transfer the selected items and return to the Patient Orders window.

Items transferred from the PVL to the patient’s orders are removed from the PVL. These items are
rewritten to the PVL when they are marked Completed on the Whiteboard.
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Deleting, Discontinuing, or Reinstating Treatment Orders
You can delete, discontinue or reinstate orders listed within the Patient Orders window.
To delete an order that has not been saved:
Note: ltems on the patient’s orders that have been saved cannot be deleted.
1. Within the Patient Orders window, click the line item you want to delete.
2. Press CTRL+D.

To discontinue a treatment once the order has been saved:

1. Within the Patient Orders window, right-click the line item and select Discontinue treatment. The
line item is grayed out.

2. Click OK to save the change and return to the previous window.

When viewing the Whiteboard or Patient Treatments window, a gray Discontinue block will appear for an
order that was discontinued.

To reinstate a treatment that has been discontinued:

1. Within the Patient Orders window, right-click the grayed out line item and select Restart treatment.

2. A warning message appears to inform you that restarting this line will reinstate the line as if it was
never discontinued and asks if you would like to continue restarting this line. Click the Yes button to
confirm the treatment should be reinstated.

3. Click OK to save the changes and return to the previous window.

When viewing the Whiteboard or Patient Treatments window, a Scheduled block will appear for an order
that was reinstated.
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About the Whiteboard Window

The Whiteboard (main grid) window provides a centralized view of patients’ treatment schedules and
statuses and acts as a key entry point to ordering and editing treatments.

I whitehoard - Thursday, September 01, 2011 =J2Ed
Sort: | Doctor [w] [@) osmzmi (w) Showing: THE GOOD VETERINARY HOSPITAL - 1, All Wards/Lac, All Arsas, All Doctors Show Al

Falients (1] 11am Noon Now 1om 2om 3om 4om 5 pm Aletts

G.R. ROMEO & Referral Emergenc |# 1Y Cath/Flids - Sul Cath/Flids - Surgic|/ Cath/Flids - Surgic[Hesgitalization ' CathFluids - Sugicfly Cath/Fluids - Surgic]¥ CathvFluids - 5 [SURG TODAY NPD <t
\WagnelgB5) @ Inpatient ¢ Cephalesin capsuledy Pump per day | Pumpperday |V Cath/Fluids - Suigicl Pump per day  [Cephalesin eapsules 2Buprenes Injection|Fractious: Yes

CAN 56 pounds S abring Barmwel, D). | Aimayl 100ma Cy IV Purnp pet day IRimacyl 100mg Che y [V Pup per day —[Call Drif BUN> 100

Daisey o PUPD workup rinalysis- IDE<# Fef i rinalysis- IDE< Rt {Jrinabsis- IDEA Ref |Liinalysis: IDEF2< Fef Urinalsis: IDEA Fiel [rinalysis- IDERA F{Caution: GIWN/GLOVE et
LOPEZ(1468) © lnpatisnt [FBC: IDE3% InHause |.v. Catheter Placeme|. V. Catheler Placemer]. . Catheter Placemer] V. Catheter Placemer{Baplil tablet B8 [ mmune Suppressed

CAN 193 pounds Certin Schulzs, DvM [GHP- Gereral Heal y | Set/Cath & Flide p | Set/Cath & Flids y [V Gat/Cath & Fluids y [V Set/Cath & Fhids y | V. Catheter Place

Bosley Radiolagy

Abits(2995) Inpatient enter dert

CAN 237 Pounds Leonard E. Asgard D

Mic Cleaning 45 Dental - Canine Has chew toy in cage edit
Sutherland(8008] Inpatisnt

CAN 35 pounds Leonard E. Asgard D

Nacho Dog & Referral Emergenc

Martine=(9975) Inpatient enter dert

CAN 50 pounds Leonard E. Asgard D

Samantha Radiolagy

Ascher202) Inpatient enter deit

FEL 10 pounds Leonard E. Asgard D

VYalentine

Diemert[1549) Inpatient enter dert

FEL 16 Pounds Leonard E. Asgard D

Barksalot Pancrealitis

Adamel1) Inpatient enter deit

CAN #1 pounds Jenniter Abrams, Db

Harry Ultrasound Consull e i

Tai2400) Raam 1 enter dert

CAN 5.13 pounds Jenniter Abrams, DiM

Boomer Neuralogy I Set/Cath & Fluids - 93 Set/Cath & Fluids - 3% Set/Cath & Fluids - {1 Set/Cath & Fluids - § Set/Cath & Fluids - 8 Set/Cath & Fluids - §1 Set/Cath & Fluic

Pup—— Inpatiert IV Pumpperday  |¥Pumpperdsy  |VPumpperday  [WPumpperdey  |VPumpperday [V Pumpperday  |VPumpperday [anier sl

CAN 45 pounds Kerneth G, Bolfle, Dt

Radar Cardiology

Suthelland2008) Inpatient enter deit

CAN 3.14 Pounds Corin Schulze, DvM
( Fiefiesh )=l [

Whiteboard (main grid) window

To access the Whiteboard, do one of the following:

e On the Cornerstone toolbar, click the Whiteboard £. button.

e From the Patient Clipboard, in the Patient list area, right-click the patient’s name and select
Electronic Whiteboard > Whiteboard.

e From the Activities menu, select Electronic Whiteboard > Whiteboard.

Sort and Showing Areas (Top of Window)
Column/Field

Sort

Date

Go to Now button

Showing

Description

Allows you to sort the Patients column by Patient Name, Client Name,
Reason for Visit, Check in Date/Time, Doctor, Status or Treatments for
Hour.

Allows you to change the date for treatments displaying in the time slot
columns. If the date is yellow, it indicates the date displayed is different
than the current system date.

Resets the grid to the current hour and day. (The current hour column
header displays in bold black text on a yellow background with “Now”
appearing to the right of the hour.)

Displays all currently selected filters for Practice (Multi-Location/Single
Database only), Ward/Loc, Area and Doctor.
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Edit button

Show All button
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Description

Opens the Whiteboard Filter dialog box where you can set filters to narrow
the list of patients on the Whiteboard.

Resets the filter criteria to display all patient treatments within the given
timeframe.

Patients Column (Left Side of Window)

Column/Field

Patient information blocks

Cornerstone User’s Manual

Description

The Patients column displays information for patients staff are currently
working with, those ready to go home and, depending on the practice
default set, those discharged from the hospital.

Each patient information block in the Patients column includes three lines
of information that provides important at-a-glance information for staff
monitoring patients on the Whiteboard.

Oreo # PU/PD workup

Brian[3] F [ripatient

FEL 136 pounds Corrin Schulze, Dk
First line

The color-coded patient name helps to identify the status of the patient or
the status of the patient’s treatment orders:

e Yellow - Indicates the patient does not have any treatment orders
assigned OR is on the Whiteboard past the expected discharge date.

o Red JJ] - Indicates the patient has overdue treatment orders.
e Black l — Indicates the patient’s treatments are up to date.

The first line of a patient’s block also includes a color-coded dot that
indicates the primary reason for visit. The adjacent bold text that provides
the secondary reason. If a secondary reason is not assigned, the primary
reason text displays.

Second line
The second line of the patient block includes:
e Client last name
e ClientID
e Critical & icon (if applicable)
e Patient's status within the hospital
Third line
The third line of the patient block includes:
e  Species
e Weight

e  Current care doctor
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Column/Field Description

To view additional patient information in a pop-up window, rest the mouse
pointer on a patient block. The pop-up window displays patient order
information pertaining to this visit and includes the pet’s picture (if one is
included in the patient record).

Patient block pop-up window

Right-click menu Right-click in a patient block to display a list of menu options:

Patient Treatments — Allows you to access the Patient Treatment window
and complete or mark a treatment as not performed for the selected
patient.

Patient Orders — Allows you to access the Patient Orders window and add
or work with existing treatment orders for the patient.

Patient Clipboard — Allows you to access the Patient Clipboard for the
patient.

Patient Visit List — Allows you to access the Patient Visit List and work with
invoice items that will later be transferred to an invoice or the patient’s
history.

Patient Vital Signs - Allows you to access the Vital Signs window and
record vitals for the patient.

Remove from Whiteboard — Allows you to remove the patient from the
Whiteboard without creating and posting an invoice.

Orders for New Patient — Allows you to access the Patient Orders window
and add orders for a patient that is not currently on the Whiteboard.

Hide Discharged Patients — Select this option if you no longer want to
view patients on the Whiteboard that have been discharged.

View/Print Selected Day or View/Print Prior 24 Hours — Allow you to print
a Patient Treatment Report.

View/Print Selected Day - Allows you to print a list of patient treatments
for a date or selected date range.

View/Print Prior 24 Hours - Allows you to print a list of patient treatments
from the previous day for patients still checked in.

Refresh button Used to update the window to reflect the current information.

Note: The number shown in parentheses at the top of the Patients column indicates the current number
of patients on the Whiteboard (note that any currently selected filters may affect the number shown).
Depending on the size and orientation of your monitor, there may be more patients on the Whiteboard
than can be displayed vertically in this column at one time. This indication of the total number of patients
serves as a reminder that you may need to use the right-side scroll bar to view additional patients at the
bottom of the list.

Whiteboard Grid Hour Columns

Depending on the option set in Whiteboard defaults, the Whiteboard grid’s hour columns may display for
the current day only or for the current day with 3 hours added for the previous and next days.

If the current day with 3 hours... default is selected for the workstation, blue << Previous and
Next >> links will display when you scroll horizontally to the outer limits of the 24 one-hour columns.
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You can click the appropriate link to move the grid columns to change the date and display the hours for
the previous day or next day.

Tip: Click the Go to Now button to the right of the date field to quickly reset the grid to the current hour
and day.
Treatment Blocks (Displayed in Columns by Hour)

Patient treatment blocks include detailed information on each treatment scheduled for the time block.
The treatment lines listed within a block are ordered according to the numbering of the invoice items in
the left-most column on the Patient Orders window.

Color coding indicates the status of each treatment line:

e Green = Completed (a check mark « also displays next to any completed treatment lines)
e Bright blue | | = Scheduled

e Light blue = Continuous

e Red = Overdue

e Gray | | = Discontinued or Did not perform

If a treatment’s Start Time was set up to use an incremental (on-the-minute) time (10:15 AM, 2:30 PM,
etc.) on the Patient Orders window, the incremental time will display at the beginning of that individual
treatment line within the block. For example, if a Glucose Curve is scheduled to be performed at 8:30
AM, the patient’s treatment block in the 8 am column will display :30 Glucose Curve.

Note: If an incremental time is specified, the treatment line turns red to indicate it is overdue on the
Whiteboard when that specific time passes (not at the end of the hour, as with nonincremental treatment
times).

Alerts Column (Right Side of Window)

The Alerts column on the Whiteboard window allows you to add, edit and view selected types of patient
alerts.

MEX

5 pm Aletts N\~

eriter alert

eriter alert

1 BITER edit
Reacts bady ta loud

Haz chew toy in cage 1 ]

enter alert

\N-A—A—/
Depending on your setup, the Alerts column may display the following types of alerts (which are
automatically added when a patient is initially placed on the Whiteboard):

e Whiteboard Alert List alerts

e Patient Prompt alerts
e Patient Classification alerts

e Alerts manually entered on the Check-in window
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o Alerts manually entered on the Whiteboard

Note: After a patient is added to the Whiteboard, changes to patient prompt, patient classification, or
check-in alert information will not be reflected and will need to be manually updated on the Whiteboard.

If more than three alerts exist for a patient, a downward-pointing arrow ¥ displays in the block to indicate
there are more alerts to view. Rest the mouse pointer on the alert block to view the patient’s full alert list
in a pop-up window.

You can click anywhere within a patient’s Alerts block to open the Whiteboard Alerts dialog box to edit or
add to the patient’s Alerts list.

Note: Alert text displays in red unless it is a Patient Prompt Alert that has been assigned a different color
in Controls > User Defined Prompts.

Viewing the Whiteboard on a Second Monitor
You can run the Whiteboard on a standard workstation monitor and also display it simultaneously on a
second monitor (connected to the same workstation) without having to dedicate a second computer.
Ideally, the second monitor would be a larger flat-screen monitor turned vertically and mounted on a
central wall in the practice for all staff to reference at a glance.

To display the Whiteboard on a second monitor:

1.  Onthe menu bar, select Activities > Electronic Whiteboard > Whiteboard (second monitor).
The Whiteboard displays on the main monitor.

2. Drag the Whiteboard so it displays on the second monitor and click its Maximize button in the top
right corner of the window.

3. To view another Whiteboard on the main monitor for normal Cornerstone use, from the menu bar
select Activities > Electronic Whiteboard > Whiteboard. The Whiteboard displays on the main
monitor.

When staff right-click and select an option on the second monitor’s Whiteboard, that window will open
on the main monitor.

Setting Filter Options for Viewing Treatments on the Whiteboard

When viewing patients’ treatments on the Whiteboard, you have several options for selecting filters to
narrow the list of patients displayed.

Note: The Showing area at the top of the Whiteboard window displays all currently selected filters.
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To set filters to narrow the list of patients displayed on the Whiteboard:

1.

Click the Edit button (upper-right corner of the Whiteboard window) to access the Whiteboard Filter
dialog box and set the following filters as desired:

e The Practice field (Multi-Location/Single Database configurations only) is used to narrow the list
of patients to those currently checked in under a specific practice or all practices.

o The Ward/Location field is used to narrow the list of patients to those residing in a specific area
of the hospital before and after treatments are performed.

e The Areas field is used to narrow the list of patients to the location where inpatient orders are
scheduled to be performed.

e The Doctor field is used to narrow the list of patients to the staff selected as the current care
doctor within the Patient Orders window.

2. Click OK.

Note: To reset the criteria to display ALL patient orders within the given time frame, click the Show All
button in the upper-right corner of the Whiteboard window (also available on the Whiteboard Filter dialog
box).

Setting the Sort Order for Viewing Patients on the Whiteboard
When viewing patients’ treatments on the Whiteboard, you can sort the Patients column on the left side
of the window by:

Patient Name
Client Name
Reason for Visit
Check in Date/Time
Doctor

Status

Treatments for Hour

To change the Patients column sort order:
» On the Whiteboard, select the desired sort order from the Sort drop-down list.

Notes:

Patients flagged as critical display at the top of the Patients column on the Whiteboard regardless
of the selected sort order (with the exception of the Treatments for Hour sort orders, where critical
patients display at the top only if they have treatments for that hour).

The sort order defaults to Patient Name unless a different default sort option has been specified for
the workstation in Workstation defaults.

Tip: You can right-click in the Patients column and select Hide Discharged Patients if you no longer
want to view patients on the Whiteboard that have been discharged.

Changing the Date for Viewing Treatments on the Whiteboard
The Whiteboard displays the times that patient treatments are due for the selected date.
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The Whiteboard's date field (to the right of the Sort drop-down list) indicates which day’s treatments
display in the time slot columns. The date defaults to the current system date, but you have several
options for quickly changing the displayed date.

Note: If the date field is yellow, it indicates the date is different than the current system date.

To change the date for viewing treatments on the Whiteboard, do any of the following:
e To quickly reset the time slots grid to the current hour and day, click the Go to Now button.

e To change the date using the date field, type a date or press F2 to search for and select a date from
a calendar.

e To move the date backward or forward one day at a time, click the previous (@) and next [® buttons
on either side of the date field.

e [f the current day with 3 hours for previous and next days default is selected for the workstation in
Whiteboard defaults, blue < < Previous and Next > > links display when you scroll horizontally to
the outer limits of the 24 one-hour columns. Click the appropriate link to move the grid columns to
change the date and to display the hours for the previous day or next day.

Working with Patient Alerts on the Whiteboard
Adding and Editing Whiteboard Alerts
Using the Whiteboard Alerts dialog box, you can manually enter patient alerts to display on the
Electronic Whiteboard windows. You can also change the order of the alerts, remove an alert, and edit a
manually entered alert.
To access the Whiteboard Alerts dialog box:
e  On the Whiteboard (main grid) window, click anywhere within a patient’s Alerts block.
e On the Patient Orders window, click the blue edit link (located to the right of the Alerts field).

To add a Whiteboard alert:

If needed, you can manually enter patient alerts to display in a patient’s Alerts column on the
Whiteboard.

1. On the Whiteboard Alerts dialog box, type the alert in the text box and click Add.
2. Click OK.

To edit a manually entered Whiteboard alert:

1. On the Whiteboard Alerts dialog box, select a manually entered alert in the patient’s Whiteboard
alerts list and click Edit.

2. Make changes to the text to display for the alert and click OK.
3. Click OK.

To reorder Whiteboard alerts:

The Whiteboard has room to display only three alerts in each patient’s Alerts block, and the Patient
Orders and Patient Treatments windows are limited to displaying only one alert. For this reason, you may
want to change the order so that the most important alerts are at the top of the list and always visible.

1.  On the Whiteboard Alerts dialog box, select an alert in the patient’'s Whiteboard alerts list and then
click the or arrow button as needed to move it within the list.

2. Click OK.
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To remove a Whiteboard alert:

1. On the Whiteboard Alerts dialog box, select an alert in the patient’s Whiteboard alerts list and then
click Remove.

2. Click OK.

About the Patient Treatments Window
The Patient Treatments window displays orders for a specific patient and allows you to mark each
scheduled treatment as Completed or Did not perform.

I Daisey - Patient Tr - Thursday, September 01, 2011 (=)
e Daisey 7337 # PU/PD workup & Supervising Dr: Corrin Schulze, DVM
' LOFEZ, Tammy  (1468] (715] 6854155 Admit:  09/071/2011 Current Care Dr. Coirin Schulze, DV
Z4rs. 3 Mos 18.3 pounds 3 Dischage: 03/05/2011 Cage: Ward Treatment drea 1
CAM Pug Spayed Female Status: Inpatient Caution; GOWN/GLOVE
el e BN 7 ) ) Cor— ) e
Treatments lgam  T10am [11am ['HMoen  T1om  [2om  [2om  [4om  [6om  T6om  [7om  [8om  [8om  [10om [l
Treatments for noon
Urinalysis- IDEX Ref Lab T I [ oc [ uc [ b6 [ ©c | Uc [ be [ ©e [ bc [ ©e [ Uc [ UE |
Oty 1 [Mone] Sterile sample by cystocentesis if possible
CBC- IDEXX InHouse I | [ Scheduled | [ | | | [ [ [ [ [ [
Oty 1 [None]
GGHP- General Health Profle la I T [Scheduled | T I I I ] [ [ [ [ [
Oty 1 [Mone]
Uring Culture/Sensitivity- IDE I | [ Scheduled | [ | | | [ [ | | | [
Oty 1 [Nane] Uz uring obtained from sterile sample
Sm - Cystogram - 8D - Lat [ | [ Scheduled | [ | [ | [ [ | | | [
Oty 1
Sm- Cystogiam - ABD - VD I [ [Scheduled | I [ [ [ I I [ [ [ I
Oty 1
Haspitalization [per day] | | [ Scheduled | [ | | | [ [ | | | [
Oty 1 [Mone]
1. Catheter Placement T I [ PAN | PAN | PAM | PAN | PAN | PAN | PAN | PAN | PAM | PRAN | PAN |
Oty 1 [Mone]
I Set/Cath & Fluids - 500 ml [ | | Cot [ Cont | Comt | Conk | Cont | (Cont | Comt | Comt | Cont | Cont | Cont |
Oty 1 [None] 40 mihr THO
I Pump per day [ | [ Comt | Comt | Comt | Cont | Cont | Cont | Cont | Cont | Cont | Cont | Cont |
Oty 1 [Mone]
Morphine Injection T I [205ched | I I I I [ 20 5ched | I I I [
Ol oo
Yital Signs
Diagnostics
CBC- IDEXA InHouse [ | [ Scheduled | I | | | I I [ | | I
Oy 1
GHP- General Health Profile la T I [Scheduled | T T I I [ [ [ I I [
Oty 1
Sm - Cystagram - ABD - Lat I | [ Scheduled | [ | | | [ [ [ [ [ [
Oty 1
5m - Cystagram - ABD - YD [ | [ Scheduled | [ | | | [ [ [ | | [
O 1
Urinalysis- IDEXX Ref Lab T I [ o [ uc [ Ut [ WOc [ uc [ Oc [ wOc [ uc [ woc [ uc [ Oc ]
Oty 1 [Mone] Sterile sample by cystocentesis if possible
Urine Culture/Sensitivity- IDE
Oty 1 '
[ Refiesh ) ] %

Patient Treatment windows

To access the Patient Treatments window, do one of the following:

e From the Whiteboard, right-click a patient in the Patients column and select Patient Treatments (or
double-click within the patient’s information block or in one of their treatment blocks).

o From the Patient Clipboard, in the Patient list area, right-click the patient’s name and select
Electronic Whiteboard > Patient Treatments.

e From the Activities menu, select Electronic Whiteboard > Patient Treatments.
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Patient and Orders Information Area (Top of Window)

Column/Field

Patient information

Vital Signs/Weight

button

Reason for Visit (Primary
and Secondary)

Critical & icon

Admit date/time
Discharge date
Status

Supervising Dr
Current Care Dr

Cage
Ward

Alerts

Description

The area across the top of the Patient Treatments window displays general
information about the patient and client, and information entered within the
Patient Orders window.

Allows you to access the Vital Signs window to update weight and/or other
vital signs for the patient.

If applicable, both the primary and secondary reasons for visit are
provided. A colored-coded dot indicates the primary reason for visit and
the adjacent text provides the secondary reason. If a secondary reason is
not assigned, the primary reason for visit text displays.

If the patient has been flagged as critical on the Patient Orders window or
during check-in, this icon displays to the right of the reason for visit.

Indicates when the patient was admitted to the hospital.
Indicates when the patient is scheduled to leave the hospital.
Indicates the patient’s standing within the hospital.

The doctor who admitted the patient and is the overriding decision maker
for the case.

The doctor who assumes care of the patient if there is a shift change or if
the supervising doctor is unavailable.

Specific location where the patient is located while hospitalized.
General location where the patient is staying while hospitalized.

If Whiteboard alerts exist for the patient, you can view those alerts from the
Patient Treatments window (display below the Cage and Ward
information).

If there is more than one alert for the patient, a downward-pointing arrow
displays to the right of the Alerts area to indicate there are more alerts to
view. Rest the mouse pointer on the displayed alert to view the patient’s full
alert list in a pop-up window.

Treatment Display Filters (Above the Treatments Grid)

Column/Field

Hide discontinued
Hide completed
Show only treatments for

day

Date filter
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Description

Removes any patient order marked as Discontinued from the list of
treatments.

Removes a patient order from the list of treatments if all scheduled times
for the treatment have been completed.

Displays only the treatments for the date listed in the date field.

Indicates the date for which treatments are to display. You can change
which date to view by either typing the date, pressing F2 to search for and
select the date from a calendar, or using the arrow keys to move the date
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Column/Field

Areas filter
Staff Classifications filter

Show All button

Show Vital Signs button

Treatments Grid
Column/Field

Treatments column

Hour columns

No Billing (%) icon

Treatments right-click menu
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Description
backward or forward one day at a time.

If this field is yellow, it indicates the date is different than the current system
date.

Used to narrow the list of treatments to those assigned to be performed in
a specific location.

Limits the treatments displayed to the specific staff classification assigned
to a treatment at the time it is ordered.

Resets the area and staff classification fields to display all.

Displays the patient’s vitals on the right side of the window. (Use the Hide
Vital Signs button to close the vital signs viewing area.)

e Use the previous E] and next [E buttons to scroll horizontally
through the patient’s sets of vital signs, with the most current sets at
the far right and the oldest to the far left.

e View any comments by resting the cursor over any comment boxes
[3] that display next to a vital sign.

e Click the Refresh button to manually refresh the data in the vital signs
area at any time. This information is also automatically updated based
on the refresh rate set in Whiteboard defaults.

Description

Displays a list of treatments for the patient, organized by category. Items
listed at the top of the column in the brown Treatments for [current hour]
block indicate treatments that are currently due. The items listed within the
brown block on the left correlate with the brown color-coded time on the
right.

A green vertical line appearing to the left of a treatment indicates all
scheduled treatments for the item have been completed.

A red vertical line indicates that one or more instances of the treatment are
overdue.

Indicate when patient treatments are due to be completed.

Click a time (across the top of the Treatments grid) to bring all treatments
due at that time to the top of the list.

If an order item’s Billing field was set to No billing or inventory reduction
on the Patient Orders window, this icon displays as a reminder in the
Treatments column.

Right-click in the treatments grid to display a list of menu options.

Patient Orders — Allows you to access the Patient Orders window and add
or work with existing treatment orders for the patient.

Patient Clipboard — Allows you to access the Patient Clipboard for the
patient.
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Description

Patient Visit List — Allows you to access the Patient Visit List and work with
invoice items that will later be transferred to an invoice or the patient’s
history.

Patient Vital Signs - Allows you to access the Vital Signs window and
record vitals for the patient.

Process Selected Treatments — This option is available when multiple
treatments are selected on the list to display the completion area at the
bottom of the window and indicate whether the treatments were
Completed or Not Performed.

View/Print Selected Day or View/Print Prior 24 Hours - Allow you to print
a Patient Treatment Report.

View/Print Selected Day — Allows you to print a list of patient treatments
for a date or selected date range.

View/Print Prior 24 Hours - Allows you to print a list of patient treatments
from the previous day for patients still checked in.

Used to update the information on the Patient Treatments window to
display the most current information.

Completing Scheduled Whiteboard Treatments
When a Whiteboard treatment is performed, it should be marked as Completed on the Patient

Treatments window.

Completed treatment items are automatically placed on the Patient Visit List to be invoiced and saved in

the patient’s history.

To complete a treatment (or multiple treatments) on the Patient Treatments window:

1.
2.
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To select a single treatment to complete, double-click the treatment block.

To select multiple treatments to complete at one time for a patient, select the treatments to process

by doing one of the following:

e To select random treatments on the list, press and hold the CTRL key and select each
treatment. With the treatments selected, right-click in the patient treatments area and select
Process Selected Treatments.

e To choose a group of consecutive treatments on the list, select the first treatment, press and
hold the SHIFT key, and select the last treatment. With the treatments selected, right-click in the
patient treatments area and select Process Selected Treatments.

Note: When multiple treatments are processed at one time, they must all be processed under the

same staff member.

A completion area displays at the bottom of the window.

In the Staff ID field, enter the staff member responsible for the treatment by either typing the staff

member’s ID and pressing TAB, or pressing F2 to search for and select the staff member from the
Staff List. This staff member will be recorded with the treatment within the patient’s history.
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4. Select one of the following options:

e Select Completed if the treatment has been provided for the patient. The charge for a
completed treatment item is placed on the Patient Visit List and in the patient’s history, unless it
is a nonbillable item.

e Select Did not perform if the treatment was not provided. Any treatment marked Did not
perform that has a comment entered in the Medical note area will be saved to the patient’s
history with the description DNP, the item’s description, and the words "Whiteboard Note."

5. Indicate when the treatment was completed by selecting one of the following:
e Select Display using scheduled time if the treatment was provided during the scheduled time.

¢ Select Display using completed time if the treatment was provided at a time other than the
scheduled time and staff would like to record the actual time it was completed. If this option is
selected, type the date and time of completion in the fields provided.

6. Inthe Medical note area, type any specific details regarding the treatment. This information, along
with the providing staff member’'s name, appears in patient history. If this is a nonbillable item and
staff would like to include information about the treatment in medical history, either enter the
information in the Medical note area or select the Save to history check box on the right if no notes
are required.

7. Inthe ltems area, make changes to any listed invoice items as needed. These indicate the charge or
charges that will apply to the treatment if completed.

8. When all the information for this treatment order is filled in, click OK.
If the order has the Vital Signs Prompt option selected, the Vital Signs window appears.
a. Enterthe patient’s vitals and click OK. A Staff Selection dialog box appears.

b. Select the staff member entering the vital signs and click OK to save the information and return
to the Vital Signs window.

c. Click in the upper-right corner to exit and return to the Patient Treatments window.

10. If you selected multiple treatments to be completed, the next selected treatment order appears with
the staff ID, time and status filled in. Make any necessary changes to the status, time of completion,
medical notes and items, and then click OK.

Once all treatment information has been filled in, the completion area closes.

The treatments are marked as Completed or DNP (Did Not Perform), charges are transferred to the
Patient Visit List and medical notes are recorded.

Tip: To view or print a list of patients’ treatments that are scheduled, completed or not performed,
generate a Whiteboard Patient Treatment Report

Reversing a Completed Treatment

Patient treatments that have been marked Completed or Did not perform can be reversed using the
Undo feature on the Patient Treatments window.

To reverse a completed treatment:

1. On the Patient Treatments window, double-click the time slot for the Completed or Not performed
treatment to undo. A completion area displays at the bottom of the window.

2. Click the Undo button on the right. The Undo Treatment dialog box appears.
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3. Within the Staff ID field, type the staff ID for the person making this entry and press TAB, or press F2
to search for and select the person’s name from the Staff List.

4. Within the History reason area, type the reason for reversing the treatment’s status. This reason will
be appended to the original Whiteboard medical note.

5. Click OK to process the change and return to the Patient Treatment window.

The treatment is returned to its original status.

Removing a Patient from the Whiteboard
It is possible to remove a patient from the Whiteboard without creating and posting an invoice.

Note: If this removal method is used, staff will still need to complete other applicable client/patient
processing tasks, such as invoicing and check out.
To manually remove a patient from the Whiteboard:

1. On the Whiteboard (main grid) window, in the Patients column on the left, right-click the patient’s
block and select Remove from Whiteboard.

2. Do one of the following:
o If the patient does not have any orders, proceed to step 3.

e If the patient has orders, the Patient Orders window displays. Click the Remove from
Whiteboard button.

3. Onthe Remove Patient from Whiteboard dialog box, if applicable, select a hospital status for the
patient in the New status drop-down list.

4. Click OK.
5. You are prompted to confirm the removal of the patient from the Whiteboard. Click Yes.

The patient is marked as Discharged and may continue to be displayed on the Whiteboard,
depending on the length of time set in Whiteboard defaults.

6. If desired, right-click on the list of patients and select Hide Discharged Patients to hide these
patients on the Whiteboard.

Discharging a Whiteboard Patient Through Invoicing

You can discharge a patient through the invoicing process, which automatically removes the patient
from the Whiteboard.

There are two steps to this process. The first is to change an inpatient’s status to Ready to go home.
The second is to check out the patient through the invoicing process, which will change the patient’s
status to Discharged.

To discharge a patient through invoicing:

1. Within the Whiteboard (main grid) window's Patients column, right-click in the patient’s block and
select Patient Orders. The Patient Orders window displays information for the patient.

2. From the Patient Orders window Status drop-down list, select Ready to go home.
3. Click OK to save the change and return to the Whiteboard.

The updated status displays in the patient’s block in the Patients column.
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Note: You can also update the status starting from the Census List: Highlight the inpatient that is
ready to go home, click the Update button to display the Patient Check-in/out window, select Ready
to go home from the Status list, and click the Update button.

Create and post an invoice for the client.

Once processed, verify the Check-out patients option is selected within the Perform these tasks
when posting area of the Post Invoice dialog box.

Once the invoice is posted, the patient’s status will change to Discharged.

Whiteboard Reports
You can access information on patient orders and patient treatments using the Whiteboard Patient
Orders Report and the Whiteboard Patient Treatment Report.

Whiteboard Patient Orders Report

The Patient Orders Report can be used to reference general information about treatment orders entered
for patients that have been admitted as Inpatients within Cornerstone.

Using the range criteria available for the report, you can generate a list of patient orders based on:

e Selected date or date ranges
e Patient ID
e Attending (supervising) doctor ID
e Current doctor ID
e (Changed staff ID (if the original orders have been changed, lists the staff who changed the orders)
Whiteboard Patient Order Report
Sorted By Date
3087 Samson Birthdate: 4/24/2000 Admit 10/3/2009 10:05 AM  Cage: Current Care Dr: Leslie E. Aelfrey, DVM
Neutered Male Schnauzer Est. Discharge: 10/6/2009 Ward: Treatment Area 1 Supervising Dr:  Leslie E. Aglfrey, DVM
Client: 1933 Barb LaBroscian Changed Order: 10/3/2008 10:07 AM Status: Inpatient Changed Order: Corrin Schulze
ltem ID  Description Quantity Billing Calegory Frequency Notes PRN Dose Now Start Dale and Time Dur. Days Hrs Area Staff Class
DENT Dental - Canine 1.00 1 line each tim: Treatments One time Not required 10/3/2009 10:00:00 0o 0
PSE Pre-surgical exam/Pre 1.00 1 line sach tim Treatments One time: Not required 10/3/2009 10:00:00 0
A Anesthesia first proce: 1.00 1 line each tim Medications One time Nat required 10/3/2009 10:00:00 0 0
DENTXF Dental X-Rays - full m 1.00 1 line each timt Diagnostics One time Naot required 10/3/2009 10:00:00 0 0 RADIOLOGY
EXTM1  Extraction - 1st molar 1.00 1 line each tim« Treatments One time Not required 10/3/2009 10:00:00 0o 0
H30 Hospitalization 1.00 1 line each tim« Treatments Every 24 hrs Not required 10/3/2009 10:00:00 0 0 HOSPITALIZEI Veterinarian
FLUIDS IV Cath/Fluids - Surgic 1.00 1 line each tim: Daily Care Continuous Nat required 1032008 10:00:00 0o 0
MORPHI Marphine Injection 1.00 1 line each time Daily Care One time Not required 10/3/2009 10:00:00 0 0 SURGERY
RIM Rimadyl injection 1.00 1 ling gach tim« Daily Care One time Nat required 10/3/2008 10:00:00 0 0 SURGERY
TBF Total Bady Function 1.00 1 line each tim Diagnostics Until Complete  Not required 10/3/2008 10:00:00 0 0 HOSPITALIZEI Veterinarian
3097 Samson Birthdate: 4/24/2000 Adrmit: 10/3/2009 10:05 AM Cage: Current Care Dr. Leslie E. Aelfrey, DVM
Neutered Male Schnauzer Est. Discharge: 10/6/2009 Ward: Treatment Area 1 Supervising Dr:  Leslie E. Aelfrey, DVM
Client: 1933 Barb LaBroscian Changed Order: 10/3/2009 10:09 AM Status: Inpatient Changed Order: Corrin Schulze
item ID Description Quantity Billing Category Frequency Notes PRN Dose Now Start Date and Time Dur_ Days Hrs Area Staff Class
DENT Dental - Canine 1.00 1 line each time Treatments One time Not required 10/3/2009 10:00:00 0 0
PSE Pre-surgical exam/Pre 1.00 1 line gach tim Treatments One time Not required 10/3/2009 10:00:00 0 0
A Anesthesia first procer 1.00 1 line each tim« Medications One time Not required 10/3/2009 10:00:00 0 0
DENTXF Denlal %-Rays - full m 1.00 1 line each tim« Diagnostics One time: Nat required 10/3/2009 10:00:00 0 0 RADIOLOGY
EXTM1 __ Extraction - 1st molar 1.00 1 line each tim« Treatments One time: Not required 10/3/2008 10:00:00 0 Q

Note: The Patient Orders Report does not include treatment status (Completed, Scheduled, Did Not
Perform). To see the treatment status, generate a Patient Treatment Report.

To generate a Patient Orders Report:

1.
2.

On the Reports menu, select Find a Report. The Report Search window appears.

In the Reports list, click the plus sign to the left of Patient, and then select Whiteboard Patient
Orders Report.

Click the Create report button. The Whiteboard Patient Orders Report dialog box appears.
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4. Inthe Range area, enter any desired criteria to view select information on the report. If you do not
enter criteria, the report will use the default range, which includes all patient orders for the current
date.

5. Do one of the following:
e (lick Preview to view the report in the Reports Preview window.
e (Click Print to set print options and print the report.
o (lick Save As to specify a file name and type for saving the data to a file.

Whiteboard Patient Treatment Report

The Patient Treatment report lists scheduled and overdue treatments for selected patients. This report
includes blank fields for quantity, time, notes and staff initials. These fields can be filled in as staff
provides treatments for patients. Later, using these lists as a reference, the treatments can be
completed on the Whiteboard.

Patient Treatment Report - sorted by patient, date, hour
03/10/10 to 03/10/10
10036 Bailey 6Yrs.4 Mos. Canine Soft-coated Wheaten terrier 30.5 Pounds Supenvising Dr: Leslie E. Aslfrey, DVM Cage: 6 Inpatient
5874 Joesph Brummond (715) 696-1808 Current Care Dr: Kathleen M. Charpentier, DVM Ward/Loc: Surgery
Treatment (Item 1D} Staff Classification Area Category Notes
Wednesday, March 10
04 pm

Qty. Init_____ Histopathology (H) Diagnostics

Time: ONCE

Qty. Init_____ Total Body Function ( TBF ) Veterinarian HOSPITALIZED/S Diagnostics

Time: UNTILCOMP

Qy__ it Hospitalization (H30) Weterinarian HOSPITALIZED/S Treatments

Time: q24h

ary Iit____ Pre-surgical exam/Pre meds ( PSE ) Treatments

Time: ONCE

Qty; Init_____ Anesthesia first procedure 26- ( A26 ) Medications

Time: ONCE

Qty: init_____ Cephalexin capsules 250mg { CEP250A )

Time: Qty: 1.00 each TID

aQy____ Init___ IV CathiFluids - Surgical { FLUIDS ) Daily Care

Time: CONTINUOUS

There are several ways to access the Patient Treatment Report.

To access the report from the Whiteboard (main grid) window:

» Inthe Patients column on the left, right-click in a patient’s information block and select either
View/Print Selected Day or View/Print Prior 24 Hours, depending on the time period you want to
view.

To access the report from the Patient Treatments window:

» Right-click anywhere within the Treatments grid and select either View/Print Selected Day or
View/Print Prior 24 Hours, depending on the time period you want to view.

To access the report from the Cornerstone menu bar:

1.  Onthe Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of Patient, and then select Whiteboard Patient
Treatments Report.

3. Click the Create report button.
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To generate a Whiteboard Patient Treatment Report:

1.

Use one of the methods above to access the Patient Treatments report. The Whiteboard Reports
criteria window appears for the appropriate date range and patient, if applicable.

™ Whiteboard Reports E]
Repart: | Patient Treatrment Feport |%| ot Patient, Date, Hour
[1Page break on patient
Eeqin Patient 10 End Patient (0 | Treatment Status:
- - Scheduled
Begin Date:; 8/24/2003 > End Date:| 8/25/2009 > Completed
- 1 . y Did Mot Perform
Begin time] 5 pm w End time:| 4 pm w
Patient Status: Current D octar: ward/Loc:
Inpatient Cogging CWT, Katie M. | |ICU
Feady to go home Curkew, Luke E. 7l Surgery
Dizcharged Fiala MGR, Linda E. Treatment
In Recaovery Fiala DV, Mark J.
Ready to go home in 2 Hre Finch GRM, Patrick K.
Inpatient Surgery Giguere CVT, Jame F.
Halbleib DYM. Becky v
Area: Staff Clazsification: Category:
Lab Weterinarian A [Vital Signs
Fiadiology/#-ray Kennel Staff ] Diagnostics
Cliert Services Treatments
Weterinary Technician Medicatians
eterinary Intern I Daiy Care
Giroomer Eommuhication.-"[?ischarge
Boarding Client Services | Prafessional Services

Whiteboard Reports window

2. Inthe Sort drop-down list, select a sort order to indicate how to arrange the information on the
report.

3. If you are generating the report for more than one patient and you want to print the treatment orders
on separate pages for each patient, select the Page break on patient check box.

4. Depending on how you accessed the report, the Begin Patient ID and End Patient ID fields may
already contain the ID of your selected patient. If desired, you can use these fields to specify a
range of patients (press F2 in these fields to search for and select a patient from the Patient List), or
you can leave these fields blank to print the report for all patients on the Whiteboard.

5. If necessary, use the Begin Date and End Date fields to narrow the report to a specific date or date
range.

6. If necessary, use the Begin time and End time fields to narrow the report to a specific time frame.

7. Within the following lists, select the desired criteria to narrow the information included in the report
(press and hold CTRL to select random options; press and hold SHIFT to select a group of
consecutive options):

e Treatment Status — Used to narrow the report to a specific status of patient treatments.
e Patient Status — Used to narrow the report to patients assigned a selected hospital status.

e Current Doctor — Used to narrow the report to a specific doctor listed as the current care doctor
within the patient orders.

e Ward Location — Used to narrow the report to a ward or location within the practice where a
patient may be assigned.

e Area - Used to narrow the report to a specific area where treatments are processed.
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o Staff Classification — Used to narrow the report to a specific type of staff.
e Category - Used to narrow the report to a specific type of orders.

8. Click Preview. The report will display patient treatments based on the criteria entered within the
Whiteboard Reports criteria window.

9. Do one of the following:
¢ Click the Print button to print the report to a selected printer.
e (lick the Save button to save the data from the report to a file.
e (lick Cancel to exit the report and return to the Whiteboard Reports criteria window.

10. On the Whiteboard Reports criteria window, click Close to exit and return to the previous window.
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Overview
Often a client (or potential client) contacts your practice for information on the estimated cost of a
procedure before bringing a pet in. Using the Cornerstone* Estimate features, you can estimate the
cost to the client.

Using the Estimate features in Cornerstone, you can:
e Place any invoice item (service, inventory, miscellaneous or group) on an estimate

o Estimate prices for your current costs (low price) and anticipate cost increases (through the high
price)

e Apply transaction taxes and transaction discounts for each item

e Optionally have clients electronically sign the estimate using a signature capture device or tablet PC

¢ Specify how long Cornerstone stores unsigned estimates

e Transfer invoice items from a finalized estimate to the Patient Visit List (PVL), where the items are
held until transferred to an invoice

Note: Because the estimate information is saved in the Patient Visit List (for the specific patient), you

cannot create one estimate for multiple patients.

Before You Begin

e Set up Billing Messages (Controls > Billing Messages).

e Set up Estimate Messages (Controls > Estimate Messages).

e Set up Price Change Reasons (Controls > Price Change Reasons) and specify an Allow change
setting for each invoice item on the Invoice Item Information window’s Info tab.

e Set Estimate, Estimate Address and Messages defaults in Practice and Workstation Defaults
(Controls > Defaults > Practice and Workstation).

e (Optional) Specify if you want pet pictures to print on estimates in Workstation defaults (Controls >
Defaults > Practice and Workstation > select Workstation from the menu on the left).

e (Optional) Enter an Estimate markup for invoice items in the Info tab in Invoice Item Information
(Lists > Invoice Item).

e (Optional) Assign the printer where you want estimates to print (File > Printer Assignment >
General Reports).

Using Marginal Pricing on Estimates
Cornerstone displays a low price and a high price (marginal pricing) for each item on the estimate.
Marginal pricing helps you to provide accurate estimates, even if the price of an item increases between
the time the estimate is created and the time the patient visits your practice for the service (the item). The
use of marginal pricing on estimates is also a good idea when the price of a procedure can vary
depending on what is found once the procedure is started.
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Marginal pricing is calculated using the Estimate markup percentage specified for each invoice item on
the Invoice Information window’s Information tab. Cornerstone uses this percentage to calculate the
high price on the estimate.

Applying Discounts to Specific Items on Estimates
Discounts for specific items work the same way in an estimate as they do in an invoice. If a client is set
up to receive a discount (and the invoice item is set up with the discount), Cornerstone automatically
applies the discount to the item on the estimate.

If Cornerstone is applying a discount to an item on the Estimate dialog box, the button in the Disc
(Discount) column displays Yes. Click the Yes button to view the applied discounts.

Note: Cornerstone applies transaction discounts (as explained above) only to the items you specify. The

discount is not applied to the entire estimate.

Before You Begin

1. Set up the discounts you want to use in your practice (Controls > Discounts).

2. Link discounts to individual invoice items on the Invoice Item Information window’s Tax/Disc tab.

3. Set up clients to be eligible to receive applicable discounts on the Client Information window’s A/R
Information tab.

To apply or remove transaction discounts:

1. While creating an estimate in the Estimate dialog box, enter the applicable Iltem ID.

2. Inthe Disc column, click the Yes or No button in that item’s row. The Transaction Discount dialog
box appears. The discounts currently being applied are highlighted.

I® Transaction Discounts
Transaction
1316 DHPPC/LEPTO BOOSTER
Cancel
Dizcounts to Apply |

Mew Customer Discount 5.DDD°/°§

Fart time Staff Food and Pharm 30.000%

Fart Time Staff Service sales 50.000%

Frefered: 10 10.000%

Freferned: 25 25.000%

Freferned: 30 30.000%

Freferned: 50 50.000% [

Transaction Discounts dialog box

3. Inthe Discounts to Apply list, click to select or deselect a discount, highlighting all discounts you
want to apply to the item.

Note: If the client is not set up to receive the discount, a message appears to confirm that you want
to apply the discount to this client.

4. Click OK to save your changes. Cornerstone applies the highlighted discounts.

Note: If an asterisk appears next to a discount, that discount has been modified (in the Controls menu)
since it was used in this estimate. To use the updated discount: Click the modified discount (with the
asterisk) and then re-click the discount to apply the updated percentage. Click OK.

To print a list of the discounts linked to clients, print a Client A/R Information Report. (See “Client
A/R Information” on page 49.)
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Applying Taxes to Specific ltems on Estimates
When you previously set up your invoice items, you had the option of linking certain taxes to individual
invoice items. When you invoice a client, Cornerstone automatically applies the linked tax, and the
button in the Tax column displays Yes. Click the Yes button to view the applied taxes.

Note: Cornerstone applies transaction taxes (as explained above) only to the items you specify. The tax

is not applied to the entire estimate.

Before You Begin

1. Set up the taxes you want to use in your practice (Controls > Taxes).

2. Link taxes to invoice items on the Invoice ltem Information window’s Tax/Disc tab.

3. For tax exempt clients, select the Tax exempt check box on the Client Information window’s A/R
Information tab. (Taxes are not applied if the invoiced client is marked as tax exempt.)

To apply or remove transaction taxes:

1. While creating an estimate in the Estimate dialog box, enter the applicable Item ID.

2. Inthe Tax column, click the Yes or No button in that item’s row. The Transaction Taxes dialog box
appears. The taxes currently being applied are highlighted.

I® Transaction Taxes
Transaction
15874 C/D Canine Dy 10 Ibs
Cancel
T axes to Apply |
Adams County Tax 0750%
Mot Taxable 0.000%
State Sales Tax 7.000%
Wwashington County Tax 0.500%

Transaction Taxes dialog box

Note: If the client is set up as tax exempt, you cannot apply a tax. (A message will appear when you
click the Tax button.)

3. Inthe Taxes to Apply list, click to select or deselect a tax, highlighting all taxes you want to apply to
the item.

4. Click OK to save your changes. Cornerstone applies the highlighted taxes.

Note: If an asterisk appears next to a tax, that tax has been modified (in the Controls menu) since it was
used in this estimate. To use the updated tax: Click the modified tax (with the asterisk) and then click the
tax again to apply the updated percentage. Click OK.

To print a list that shows clients' tax statuses, print a Client A/R Information Report. (See “Client A/R
Information” on page 49.)

Creating an Estimate

To create an estimate:

1. With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the
patient’'s name and select Estimate. The Estimate dialog box appears.

Tip: For a potential client, use the “cash client” and “cash patient” used by your practice.
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I® Estimate For Scott Heaser E]@
Client / patient information E stimate information
Client |D: 1222 Estimate #: |
Mame: Scott Heaser Description:
Patient |D: 1993 Simon
7'¥rs. 10 Mos.
Mountain Dog, Bermese Meutered Male
| | Item D | Drescription |Qt_l,l E L0w| Gty - High| Low Price |High F'ric:e| Staff | Eenter| Dizc | Tax Date |
| Mo | o [00/000000
+
Total - Low: Total - High:

Estimate dialog box

2. With the cursor in the Estimate # field, press TAB. (For new estimates, the Estimate # is assigned
automatically by Cornerstone when the estimate is saved.)

e If Cornerstone is currently saving an estimate for the client, the saved estimate displays. To
create a new estimate, press CTRL+N in the Estimate # field.

e Ifyou press F2 in the Estimate # field, a list of any existing estimates will display. An “(F)”

displays next to finalized estimates. The Signature & icon displays next to estimates that have
been electronically signed and finalized.

3. Inthe Description text box, enter the purpose for the estimate, if applicable. (The description
displays on the Estimate List.)

4. Inthe Item ID field, enter the ID of an invoice item by either typing the ID or pressing F2 to search for
and select the item from the Invoice Item List.

5. Press TAB. All applicable default information displays for the line item.
Note: To remove an item from the estimate, click within or highlight the item ID and press CTRL+D.

6. The Qty-Low and Qty-High default to 1 (unless the item is part of a group item). Change the low or
high quantity, if applicable.
Based on the specified quantities, the Low Price and High Price are automatically calculated as
follows:

e The Low Price is calculated as if you were entering the item on a current invoice: (Qty-low x
current price for that quantity) + the dispensing fee, if applicable. The minimum price also
applies.

e The High Price is calculated based on the following formula: (Qty-high x high price) +
dispensing fee. (The high price is the current price for that quantity marked up according to the
Estimate markup percentage set on the Invoice Item Information window’s Info tab.)

7. If necessary, change the price for the item.
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Note: You may not be allowed to change the item’s pricing, based on the Allow change setting for
this item (on the Invoice Item Information window's Info tab). If changes are allowed, you may be
required to select a price change reason.

In the Staff field, type the staff ID or press F2 to search for and select the staff from the Staff List.

9. Inthe Center field, type the revenue center ID or press F2 to search for and select the revenue
center from the Revenue Center List.

10. In the Disc (Discounts) field, click the Yes/No button if you want to add or remove transaction
discounts for the item. See “Applying Discounts to Specific Iltems on Estimates” on page 166 for
information.

11. In the Tax field, click the Yes/No button if you want to add or remove taxes for the item. See
“Applying Taxes to Specific Items on Estimates” on page 167 for information.

12. In the Date field, the current date displays by default. Change the date associated with this invoice
item, if necessary.

13. If you want to transfer items to the estimate from a travel sheet, click Travel Sheet and select the
desired items to transfer.

14. When all desired items have been added to the estimate, click OK. The Save Estimate dialog box
appears.

I Save Estimate

E stimate footer

Message:  Edfimate Fodksr ™

Ok

Thank you for the opportunity to provide this estimate for your pet care needs. We Close

look, forward to providing you and your pet with quality service. Have a great day!

Perform these tasks when saving

(O Preview

(¥ Save and corlirue
Print estimate Copies: |11 [3]
[1E-Mail estimate

Save estimate for |30 (44| dapsoruntl | 12/09/2010 L&

[CIFinalize estimate

Save Estimate dialog box

15. In the Estimate footer area, the default estimate footer appears. If desired, select a different footer
from the Message drop-down list. (Messages available in this drop-down list are set up in Controls
> Billing Messages.)

16. If you would like to change the estimate message (or messages) to print on this estimate, click the
Messages button to open the Estimate Messages dialog box. Do the following:

a. Toremove a message, click in the ID field of the message you want to delete and press
CTRL+D.

b. To add a message, in the ID field, enter the ID of the estimate message by either typing the 1D
or pressing F2 to search for and select the message from the Estimate Message List.

c. If needed, click the Note button to open the message text and make changes or add
information.
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d. Add additional messages as needed.

e. If desired, click the arrow buttons at the bottom of the dialog box to change the order in which
the messages will display on the estimate.

f.  If you want the messages selected here to print on a separate page and not on the actual
estimate page, click the Print estimate messages on a separate page check box.

g. Click OK to return to the Save Estimate dialog box.

Note: For information on setting up messages, see "Chapter 2: Setting Up Cornerstone Controls” in
the Cornerstone Administrator’s Manual.

If you have set high and low price print option defaults and you want to change them for this
estimate, click the Options button. The Estimate Options dialog box appears.

™ Estimate Options

Transfer to patient visit list

g
Print prices Print
O Only low prices (& Both detail and total

O Only high prices
(%) Both low and high price O Onlp total

Estimate Options dialog box

Change the estimate options as needed, and click OK to return to the Save Estimate dialog box.

In the Perform these tasks when saving area, you have several options for performing additional
estimate tasks. Do one of the following:

e To preview the estimate before performing additional tasks (save, print, etc.), select the Preview
option and click OK. Proceed to the “Previewing an Estimate and Performing Other Tasks from
the Print Preview Window” section below for information.

Note: If the Use authorized signature option is selected in Estimate defaults, the
Preview/Signature option displays in place of the standard Preview option. To use an
electronic signature on the estimate, proceed to the “Using Electronic Signatures on Estimates”
section on page 172.

e To save the estimate and perform other estimate tasks without previewing, select the Save and
continue option. Proceed to step 20.

If you want to print the estimate after saving, select the Print estimate check box and specify the
number of Copies to print. See “Printing an Estimate” on page 175 for more information.

If you want to email the estimate after saving, select the E-Mail estimate check box. See “Emailing
an Estimate” on page 176 for more information.

In the Save estimate for... fields, specify the number of days to store the unsigned estimate (up to
999 days), or enter an expiration date for the unsigned estimate. Estimates that have not been
electronically signed by the client are deleted during End of Day processing after the specified
number of days or on the specified date.

Note: When setting the Save estimate for... fields, if you enter the number of days, Cornerstone
immediately calculates and displays the corresponding expiration date after you press TAB or click
outside of the field. If you specify the date, Cornerstone updates the corresponding number of days
after you click OK (after the dialog box has closed).
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23. If the client has accepted the estimate, select the Finalize estimate check box.

Note: Depending on how you have set the Add invoice items to PVL setting in Estimate defaults,
invoice items on the estimate may move to the Patient Visit List automatically upon finalizing the
estimate.

24. Click OK to save the estimate and perform any of the selected tasks.

Previewing an Estimate and Performing Other Tasks from the Print Preview Window
1. Create an estimate following the steps in the previous “Creating an Estimate” section.

2. Onthe Save Estimate dialog box, ensure the Preview option is selected, and click OK. The estimate
Print Preview window appears.

I Print Preview
Save unsigned estimate for 30 (]| daye or k| 12/09/2010 [Finalizz estimate
= t‘ﬂ =] @ - it i ’\ B & 7se% |-

THE ANIMAL MEDICAL CENTER

Low Subtotal 388,00 High Subtotal $63.00

Low Total: $68.00  High Toul 68,00

Pricing for recommended services is valid for 30 days and includes only those frems listed. Prices may vary upon
sewices rendered

]

Estimate Print Preview window

Note: The tools available on the estimate Print Preview window vary depending on the type of PDF
viewer installed on the workstation.

3. Inthe Save unsigned estimate for... fields, specify the number of days to store the unsigned
estimate (up to 999 days), or enter an expiration date for the unsigned estimate. Estimates that have
not been electronically signed by the client are deleted during End of Day processing after the
specified number of days or on the specified date.

Note: When setting the Save unsigned estimate for... fields, if you enter the number of days,
Cornerstone immediately calculates and displays the corresponding expiration date after you press
TAB or click outside of the field. If you specify the date, Cornerstone updates the corresponding
number of days after you click OK (after the window has closed).

4. If the client has accepted the estimate, select the Finalize estimate check box.
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Note: Depending on how you have set the Add invoice items to PVL setting in Estimate defaults,
invoice items on the estimate may move to the Patient Visit List automatically upon finalizing the
estimate.

5. If you want to print the estimate at this time, click the Print button (bottom-left corner of the window)
and specify the number of Copies to print. See “Printing an Estimate” on page 175 for more
information.

6. If you want to email the estimate at this time, click the Email button (bottom-left corner of the
window). See “Emailing an Estimate” on page 176 for more information.

7. When you have finished viewing the estimate and performing other tasks from the Print Preview
window, click OK to close the window.

Using Electronic Signatures on Estimates
Cornerstone allows clients to view an on-screen estimate and electronically sign the estimate using a
supported signature capture device or tablet PC. Signed estimates are automatically finalized and saved
to patient history.

Some benefits of electronically signed estimates:

e Your practice can increase efficiency and save paper with the signature on the actual estimate—no
need for scanning paper documents or creating additional correspondence documents.

o With approval to perform services right on the estimate where the actual dollar amounts appear, you
can better ensure compliance and move the process forward more quickly.

e Asigned estimate provides peace of mind to the client, with all services and costs agreed upon by
the practice and client upfront.

Tip: On the Patient Clipboard and estimate-related windows throughout Cornerstone, the Signature =
icon displays next to estimates that have been electronically signed.

Before You Begin

e Ensure that the Use authorized signature option has been selected in Estimate defaults.
Optionally, if you plan to use witness signatures on estimates, select the Use witness signature
option in Estimate defaults. To access Estimate defaults, select Controls > Defaults > Practice
and Workstation, and then select Estimate from the menu on the left.

e Ensure that a supported signature capture device (or tablet PC) is configured with Cornerstone and
connected to the workstation. See “Chapter 1: Getting Started with Cornerstone Setup” in the
Cornerstone Administrator’s Manual for information on setting up a signature capture device for use
with Cornerstone.

To finalize an estimate with an electronic signature:

1. On a workstation with a connected signature capture device (or on a tablet PC), create an estimate
following the steps in the previous “Creating an Estimate” section beginning on page 167.

2. On the Save Estimate dialog box, ensure the Preview/Signature option is selected, and click OK.
The estimate Print Preview window appears.

3. Review the on-screen estimate with the client and then click Signature.
4. Do one of the following:

e If you are using a connected signature capture device, a signature box appears. Ask the client
to sign on the signature pad, and then click OK to insert the signature in the document.
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e Ifyou are using a tablet PC, ask the client to sign directly on the estimate’s Authorized Signature
line.

5. If a witness signature is used in your practice (and has been enabled in Estimate defaults), ask the
witness to sign on the signature pad or tablet PC.
Once it has been signed, the estimate is automatically finalized and saved to patient history. The

estimate displays with the Signature &4 icon and “FINALIZED - Signed” at the top of the Print
Preview window.

I Print Preview
580 & o B &|© e[|
(]
¥ THE ANIMAL MEDICAL CENTER 1110/2010
h Page 171
S 2536 Alpine Rosd
Eeu Claire, W1 54703
(715) B88-7777
Dave BERTELSON
9801 W. 125th Clent13: 1000
Eau Clsre, Wi 54700 Recommended Sves.: 28
Patient ID 14471 Species:  Canire Weight: 8130 pounds Sex: Female
Patient Name:  Abby Breed. Retiiever, Lebrador Birtnday: 12302008
lemID  Description Staff Name Lowoty.  Low Amount High Oty. High Amount
1804 Ophthaimic Exam Dr. Corrin Schulze, BVM 100 §47.50 1.00 $47 50 =
Low Subtoral: 54750 High Subtotal 547.50
Tex 3357 Tax $3.57
Low Total: 85107 High Total: §51.07
Pricing for recommended services is valid for 30 days and includes only those items listed. Prices may vary upon
sewvices renderad
Authorizing Signature

Witness Signatre

Print Preview window for a signed (and finalized) estimate

Note: The tools available on this window vary depending on the type of PDF viewer installed on the
workstation.

6. To print the estimate, click the Printer &3 icon on the Print Preview window’s PDF viewer toolbar.

7. To email the estimate, click the Email button located in the top-right corner of the window. See
“Emailing an Estimate” on page 176 for more information.

8. When you have finished viewing the estimate and performing other tasks from the Print Preview
window, click OK to close the window.
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You can reopen a saved estimate to add items or change items on the estimate. Estimates can be
opened from the Patient Clipboard or from the Estimate dialog box.

Note: You can open a finalized estimate for viewing, printing or emailing, but you cannot make changes

to a finalized estimate.

To open an existing estimate from the Patient Clipboard:

1. Do one of the following:

To choose from a list of all estimates for a particular client, with the client’s record open on the

Patient Clipboard, click the Estimates | [Z| tab in the Client information area.

To choose from a list of all estimates for a particular patient, with the patient’s record open on

the Patient Clipboard, click the Estimates [£1}| tab in the Patient information area.

| o BERTELSON, Dave - Patient Clipboard

[f=1%

Client

Clignt 1D 1000 Dave BERTELSON
Patient | Balance Due $0.00
Search| (715]897-2782  [Home]

Client information

FEE ARSI ey LI s

Pet Ovner
Accept All Payments

Patient Iisl

Mame |

Species | Breed ‘ Sex )

dibby

Total Patients: 7 Clois

Active Patients: 7

Patient information

Canine
Feline

Fetriever, Labrador
Other Feline

Female S
Spayed Fsm<_v_

Estimates tabs on the Patient Clipboard

@A sE B & 3 G [sAE ]

Estimate [D_| ~Patent | Dae [ Ewp Date | Amount A Estimate (D | [ — | Date | Ewp.Date | Amount |
29 bby 11/10/2010 12/10/2010 5400 = 23 Abby 11410/2010 12/10/2010 54.00
28(F) @ dbby 11/10/2010 12/10/2010 51.07 - 2BIF] g Abby 111072010 121042010 5107
27 Eddie 11/10/2010 12/10/2010

7062l

Note: An “(F)” indicates finalized estimates. A Signature &4 icon indicates estimates that have

been finalized with an electronic signature. Signed estimates are also listed in the Patient History
area Summary and Text tabs.

2. Locate the desired estimate in the list and double-click the estimate line (or right-click the estimate
and select Update). The Estimate dialog box appears with the selected estimate ID displayed in the

Estimate # field.

3. Press TAB to display the item information associated with this estimate.

To open an existing estimate from the Estimate dialog box:

1. Open the Estimate dialog box and provide the client and patient information, if necessary.

2. Inthe Estimate # field, press F2 to search for an estimate on the Estimate List.

I Estimate List

Estimate information Search by -
Select
Estimate 1D: | 29 &) Estimate ID
Description; () Description
1D | Description | Patient | Owner [ Date | Exp.Date | Amount |
29 14471 1000 11A40/2010 12410420 54.00
22(F) &4 14471 1000 11A0/20010 1210/2M0

51.07

Estimate List
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Note: An “(F)” indicates finalized estimates. A Signature #4 icon indicates estimates that have
been finalized with an electronic signature.

3. Select the estimate to open. The Estimate dialog box reappears with the selected estimate ID
displayed in the Estimate # field.

4. Press TAB to display the item information associated with this estimate.

Printing an Estimate

You can print (or reprint) a saved or finalized estimate for a client at any time. The estimate printing
options available depend on whether you are printing a saved estimate, a finalized estimate or a
finalized estimate with an electronic signature.

Tip: An estimate can also be printed during the process of creating/saving an estimate by selecting the
Print estimate check box on the Save Estimate dialog box and then clicking OK. See “Creating an
Estimate” on page 167 for information.

Note: Departing instructions do not print on an estimate.

To print a saved (not finalized) estimate:

1. With the applicable estimate open in the Estimate dialog box, click the Print button. The Print
Message dialog box appears.

I® Print Message

Meszzage
. -F'review
Meszage: [Hecomended Services Messane )

The prices quated in thiz recomendation for services iz good for 30 daps.

Prices may wary by 202, 1f we find in the treatment of your pet that fees wil
exceed the price quoted we will make every effort to contact pou before
proceeding. Full payment iz expected at the time services are rendered.

Print Message dialog box

2. If necessary, select a different message to print at the bottom of the estimate, or edit the text of the
message before printing.

3. On the Print Message dialog box, do one of the following:

e Click Preview to view the estimate in the Print Preview window, and then click the Print button
(lower-left corner of the Print Preview window).

e Click Print.
The Cornerstone Print Options dialog box appears.

4. The Printer field displays the default printer selected within Printer Assignments for estimates (select
File > Printer Assignment > General Reports > Estimates). If you would like to print the estimate
on a different printer, click the Printer button to access the Printer Selection dialog box and select
the desired printer.

5. Inthe Copies field, type the number of estimate copies to print.
6. Click OK to print the estimate and return to the Estimate dialog box.

7. Click Cancel to close the Estimate dialog box.
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To print a finalized estimate (no electronic signature):

1. With the applicable estimate open in the Estimate dialog box, click the Print button. The
Cornerstone Print Options dialog box appears.

2. The Printer field displays the default printer selected within Printer Assignments for estimates (select
File > Printer Assignment > General Reports > Estimates). If you would like to print the estimate
on a different printer, click the Printer button to access the Printer Selection dialog box and select
the desired printer.

In the Copies field, type the number of estimate copies to print.
4. Click OK to print the estimate and return to the Estimate dialog box.

5. Click Cancel to close the Estimate dialog box.

To print a finalized estimate with an electronic signature:

1. With the applicable signed estimate open in the Estimate dialog box, click the Print button. The
estimate displays in the Print Preview window.

2. Click the Printer &3 icon on the Print Preview window’s PDF viewer toolbar. The Print dialog box
appears.

3. The Name field displays the default Windows printer. If you would like to print the estimate on a
different printer, select a different printer from the Name drop-down list.

4. Inthe Copies field, type the number of estimate copies to print.
Click OK to print the estimate and return to the Print Preview window.

Click Close to close the Print Preview window, and then click Cancel to close the Estimate dialog
box.

Emailing an Estimate

You can email a saved or finalized estimate to a client at any time. A PDF file of the estimate will
automatically be created and attached to the email.

Tip: An estimate can also be emailed to the client during the process of creating/saving an estimate by
selecting the E-Mail estimate check box on the Save Estimate dialog box and then clicking OK. See
“Creating an Estimate” on page 167 for information.

Note: Emailing estimates requires Internet access, an email account, and properly configured email
software (like Microsoft® Outlook® or Outlook® Express).

To email an estimate:
1. With the applicable estimate open in the Estimate dialog box, click the E-Mail button.

Note: For estimates that have not yet been finalized, the Print Message dialog box appears. If
necessary, select a different message to print at the bottom of the estimate, or edit the text of the
message before emailing. Click E-Mail.

The E-mail Information dialog box appears.
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™ E-Mail Information
Message
Subiect: | Estimate from THE ANIMAL MEDICAL CENTER
Mote: |Here iz vour requested estimate. Please call if we can answer any questions.

Thank pou far the opportunity ta serve pou.

Send to:
Client: | itkk@loom net
Referral doctor:

Refenal hospital:

E-Mail Addiess | Tpe (4]

EEEEEE]

®]

E-Mail Information dialog box

2. Inthe Subject field, enter a subject line to be used on the email.

3. |If desired, enter information in the Note box. The estimate will be sent as an email attachment and
any Note text will be included in the body of the email message.

4. Specify who will receive the email by selecting the appropriate option from the drop-down lists
attached to the Client, Referral doctor and/or Referral hospital fields:

Note: The Client field will be available only if the client to whom you are sending the email has an
email address listed in his/her client information. The Referral doctor and Referral hospital fields
will be available only if the referral doctor and hospital are set up with an email address in
Cornerstone and the Send info via field (in Doctor Information or Hospital Information) is set to E-
mail. In addition, the referral doctor and hospital must be selected for the applicable patient in the
Patient Information window’s Referrals tab.

e Don’t send — Choose this option if you do not want this person to receive this message.
e To: - Choose this option if you want this message to be addressed directly to this person.

e CC: - (stands for carbon copy) Choose this option if you want this message to be sent to
someone else, but you want this person to receive a copy of the message.

e BCC: - (stands for blind carbon copy) Choose this option if you want this message to be sent
to someone else, but you want this person to receive a copy of the message confidentially.

5. If you want to send the letter to others not included in the previous fields, enter the address in the E-
Mail Address field, and from the Type list, select the type of message to send (To, CC or BCC).

6. Click OK to email the estimate. If the Choose Profile dialog box appears, click OK again.

Finalizing an Estimate
If an estimate is not finalized at the time it’s created, you can open the saved estimate and finalize it at a
later time.
Note: Electronically signed estimates are automatically finalized and saved to patient history. See Using
Electronic Signatures on Estimates on page 172 for information on finalizing an estimate with an
electronic signature.
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To finalize a saved estimate:

1.

With the patient’s record open on the Patient Clipboard, click the Estimates [£1}| tab in the Patient
information area.

Locate the desired estimate in the list and double-click the estimate line (or right-click the estimate
and select Update). The Estimate dialog box appears with the selected estimate ID displayed in the
Estimate # field.

Press TAB to display the item information associated with this estimate.

Make any necessary changes to the estimate items, and then click Finalize. The Save Estimate
dialog box appears.

In the Perform these tasks when saving area, select the Save and continue option and ensure that
the Finalize estimate check box is selected.

Click OK.

Depending on how your Estimate defaults have been set up, a message may ask if you want to
transfer the items to the Patient Visit List. Click Yes or No.

Deleting an Estimate
You can manually delete an estimate that no longer applies to a patient.

Note: You cannot delete a finalized estimate that has been electronically signed by the client. The
Signature &4 icon displays next to estimates that have been electronically signed and finalized.

To delete an estimate:

1.

With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the
patient's name and select Estimate. The Estimate dialog box appears.

With the cursor in the Estimate # field, press F2. The Estimate List displays a record of each
estimate created for the patient.

Search for and select the estimate to delete, and then click Delete. You are prompted to confirm the
deletion. Click Yes.

The estimate no longer displays in the Estimate List and is removed from the patient’s history.
Click Close to exit and return to the Estimate dialog box.

Click Cancel to exit and return to the Patient Clipboard.
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Overview
When you invoice clients in the IDEXX Cornerstone* Practice Management System, many related
activities automatically occur. After an invoice is processed and posted, Cornerstone updates the
reminder information and the patient’s medical file, generates any departing instructions or special
actions linked to the invoice items, and adds the invoice total to the practice sales totals for End of Day,
End of Month and End of Year processing.

Using the Client Invoice window options, you can perform all of the traditional accounting procedures
you would expect to perform when invoicing. Cornerstone places financial information into the client’s
account and adds references to the invoiced items and departing instructions in the patient’s medical

history.

About the Client Invoice Window

Patient
area

Line item
entry grid

_ Invoice
action
buttons

Client area Invoice area Accounts Receivable area
I Client Invoice for Sherry Brian -|New E]@
Client Invoice A
Cliemt 1D |2 Irwoice number: Open Current: $0.00 Post
Mame: [Sherry Brian Inwaice type: | Dffice Visit{Scheduled) v 30 daps: $0.00
Credit code: Accept All Payments Feceptionist: CB B0 days: $0.00 =
-
Last papment: 10/21/2008  $1594.45 Christine Browns 90 days: $0.00
Cash Invvoice totak $136.03 A/R Total $0.00 Discount
i [P ]
Patient ID: 2517 Balance Due: $136.03
4 Patient 10 Mame Age ‘wieight Sex Breed | Statuz | Amount |
- 2517 Oren 14%rs O Moz 13 40 pounds Spayed Female  Sharthair, Domestic Active 136.03
4 4 | D615 Pinry T s, 0 Mos. 72.00 pounds Spayed Female  Retiever, Labrador Active 0.00
Itemn D | Itern Description | Cluantity | Arnount | Staff | Center | Disc | Tax Date |&|
1 wWEA Wwellness exam annual 1.00 $33.00LF H Mo | No |01/25/2010 4
2 |FYRCPA  FYRCP AnnualVaccination 1.00 $18.00LF H Mo | No | 01/25/2010 (4
3 |FR Feling R abies ¥accination 1.00 $16.00LF H Mo | No | 01/25/20010 ] @)
4—FE Annual fecal float exam 1.00 $23.50LF H Mo | No |01/25/2010 b4
5 |wal3 “wialtham Feline 5/0 16.51b 1.00 $3B.7ELP H Mo | Yes | 1/25/2010 (2 @)
5 LP Mo | No | 00/00/0000 b4
+ + ’ Lab Wark l ’ Fi= Label l ’ Special l ’ Departing l ’ Pharmacy I ’ M ake Appt I ’Travel Sheat] ’ Copy Ta l

Client Area

Invoice task buttons

The Client area displays the client ID, name, credit code information and last payment information.

Invoice Area

The Invoice area displays the invoice status (Open or Closed) and the invoice total. It also includes fields
for the invoice number, type and staff member (Receptionist) generating the invoice.
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Accounts Receivable Area
The Accounts receivable area lists the client’s account balance information and A/R total.

Patient Area
The Patient area provides a list of patients owned by this client.

Note: If there are more than 20 patients, only those patients who have invoice line items on the invoice
(or on a Patient Visit List) will display.

You can place more than one patient on the same owner’s invoice. After invoice items have been
entered for the first patient, simply select the second patient in the list and proceed to enter this patient’s
items in the line item entry grid (a new grid is displayed for each patient selected). On the printed
invoice, a Patient Subtotal amount is listed for each patient.

Line Item Entry Grid
The invoice’s line item entry grid includes the following columns/fields:

Column/Field Description

Item ID Enter an invoice item ID by either typing the ID or pressing F2 to search for
and select the item from the Invoice Item List. To delete an item from the
grid, click in the item’s Item ID field and press CTRL+D.

The invoice item’s Hospital description as it was previously defined

Item Description Y . . )
during item setup on the Invoice ltem Information window’s Info tab.

Note: If a Client description was entered for this invoice item on the Info
tab, that Client description will print on the invoice. The exception is if the
invoice item was flagged as a Miscellaneous item on the Info tab. In this
case, you are allowed to make changes to the description when adding
the item on the grid. This description will print on the invoice, regardless of
whether a Client description exists.

The quantity of the item; default quantity is 1.

Quantity
Amount The price of the item, based on the quantity specified.
Staff The ID of the staff member to associate with this invoice item; defaults to

the staff ID specified in Invoice defaults. To change the staff, either type the
ID or press F2 to search for and select the staff from the Staff List.

The ID of the revenue center to associate with this invoice item. If a default
revenue center was specified on the Invoice ltem Information window’s
Info tab, that revenue center ID displays here. To change the revenue
center, either type the ID or press F2 to search for and select a revenue
center from the Revenue Center List.

Center (Revenue Center)

When you previously set up your invoice items, you had the option of
linking discounts to individual invoice items on the Invoice ltem Information
window’s Tax/Disc tab. If you invoice a client who is set up to receive the
discount associated with an item, Cornerstone automatically applies the
discount, and the button in the Discount column displays Yes. To add or
remove a discount on an invoice item, click the Yes or No button in its line
item row. See “Applying Discounts to Specific Invoice Items” on page 187
for information on invoice item discounts.

Disc (Discount)

Cornerstone User’s Manual 180



Chapter 12: Invoicing

Column/Field Description

When you previously set up your invoice items, you had the option of
linking taxes to individual invoice items on the Invoice Item Information
window’s Tax/Disc tab. If you invoice a client for one of these items,
Cornerstone automatically applies the tax, and the button in the Tax
column displays Yes (except when the client has been marked as tax
exempt). To add or remove a tax on an invoice item, click the Yes or No
button in its line item row. See “Applying Taxes to Specific Invoice ltems”
on page 188 for information on invoice item taxes.

Tax

The date to associate with the item or service on the invoice; defaults to
the system date. To change the date, either type a different date or press
F2 to select a date using the calendar.

Date

If an inventory item is marked to track quantity on hand, lot numbers,
Verify Inventory Details @ expiration dates, and/or multiple locations, you may be asked to verify

inventory details for this invoice item. For these types of inventory items,

one of the following icons will appear in the column to indicate whether or

not inventory details are missing:

ﬂ Indicates more inventory information is required.

Click the ﬂ icon and proceed to enter the inventory details; click the
Verified check box to verify the details for each item as required.

See “Verifying Inventory Details” on page 191 for more information.

Invoice Task Buttons (Bottom of Window)
Use the buttons along the bottom of the Client Invoice window to perform additional tasks.

Button Description
Lab wiork Work with the patient’s laboratory requests and results (Laboratory module only).
Display the Prescription Information dialog box, which allows you to create a

prescription for a selected item on the invoice. See “Creating a Prescription” on page
294 for information.

Rx Label

Display the Special Actions dialog box to view and/or process any special actions
linked to the items on this invoice (or to display the Patient Visit List if it contains items
for this patient). See “Processing Special Actions” on page 192 for information.

Special

View or modify departing instructions linked to one or more items on this invoice or
add an instruction to this invoice. See “Adding Departing Instructions” on page 189
for information.

Departing

Access the Pharmacy Formulary (Pharmacy Formulary module only). See “Using the

Pharmac
Y Pharmacy Formulary” on page 197 for information.

Display the Schedule for Today window to make an appointment for the patient. See
“Scheduling and Managing Appointments” on page 104 for information.

Make Appt
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Button Description

Select items from your practice’s travel sheets. See “Transferring Invoice Items from a
Travel Sheet” on page 186 for information.

Copy items on an invoice to another patient or patients owned by the same client.

Copy To
=oh See “Copying Invoice ltems to Another Patient” on page 198 for information.

Invoice Action Buttons (Right Side of Window)

Use the buttons along the right side of the Client Invoice window to perform additional actions related to
the invoice.

Button Description

Poszt Process the invoice and mark it as Closed.

Save Save all information on the invoice without processing it (so it remains Open).

Prepay Record a payment. You will not be allowed to select a future date. (The
Prepay/Payment buttons change, depending on whether you are working with a new
Payment or posted invoice.)

Dizcount Manually enter a discount for the entire invoice.

Display the Print Invoice dialog box, which allows you to change the message that

Frirt
- prints at the bottom of the invoice, preview the invoice, or print the invoice.

Woid Void the invoice. See “Voiding an Invoice” on page 199 for information.

Cancel Clear the Client Invoice window without saving information.

Creating an Invoice

Before You Begin

Set the Invoice defaults (Controls > Defaults > Practice and Workstation > select Invoice from
the menu on the left). If you want patient reminders to print on invoices, make sure the Print patient
reminders check box is selected.

Set the Invoice Address defaults (Controls > Defaults > Practice and Workstation > select
Invoice > Invoice Address from the menu on the left).

Set the default invoice message in Messages defaults (Controls > Defaults > Practice and
Workstation > select Messages from the menu on the left).

(Optional) Assign the printer where you want invoices to print (File > Printer Assignment >
General Reports).

(Optional) Indicate the type of printer to use by setting the Invoice Print option in Workstation
defaults (Controls > Defaults > Practice and Workstation > select Workstation from the menu
on the left).
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To create an invoice:
1. To open the Client Invoice window, do one of the following:

e On the Patient Clipboard, select the client, and then right-click on the patient’'s name in the
Patient list and select Invoice.

e On the Patient Clipboard, select the client, and then right-click in the Client area and select
Invoice.
e Click the Invoice [£] toolbar button.

¢ On the Patient Visit List (PVL), with invoice items entered for the patient, click the Invoice button
on the right side of the window.

The Client Invoice window appears.

2. Depending on how you accessed the Client Invoice window, the client may already be selected in
the Client area. If not, in the Client ID field, enter the client by either typing the ID and pressing TAB,
or by pressing F2 to search for and select the client from the Client List.

If this client has an open invoice (an invoice that has been saved but was not posted), the client’s
oldest open invoice automatically appears.

3. In the Invoice number field, do one of the following:

e Ifthisis a new invoice, press TAB to continue. Cornerstone will automatically assign the invoice
number when you post or save the invoice.

e If you are updating an open invoice automatically displayed by Cornerstone, press TAB to
continue.

e If you want to update a different open invoice or view a posted invoice for this client, press F2 to
search for and select the invoice from the Invoice List.

4. The Invoice type field displays the type selected in Invoice defaults (or the type saved with the open
invoice). If necessary, select a different invoice type from the drop-down list.

5. The Receptionist field displays the staff ID of the user currently logged in (or the staff ID that was
saved with the open invoice). If necessary, enter a different staff ID by either typing the ID or
pressing F2 to search for and select the staff from the Staff List.

6. Depending on how you accessed the Client Invoice window, the patient may already be selected in
the Patient area. If not, select the patient in the list (use the scroll bar if the patient is not visible). You
can also specify the patient in the Patient ID field by either typing the ID or pressing F2 to search for
and select the patient from the Patient List.

The Client Invoice window is updated to reflect the information for the selected patient.
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I Client Invoice for Sherry Brian - New g@
Client Invoice A ivabl
Client D 3 Irvoice number: Open Current: $0.00 Past
Name: Sherry Brian Irvvoice wpe: | Office Yisit 5 cheduled) E3 30 days: $0.00
Credit code: Accept All Payments Feceptionist: CE B0 days: $0.00
Prepay
Last payment: 10/21/2009  $194.49 Christine Browns a0 days: $0.00
Cash Inweice total $265.15 AFR Total $0.00 Diseount
S [m ]
Patient ID: 5615 Balance Due 325515
Fatient 1D Mame hge “wieight Sex Breed | Status | Aot |
- " 2617 Oren 14%rs 0 Moz, 12.00 pounds Spayed Female Shorthair, Domestic Active oo
- BE15 Finny 7 e 0 Moz, 72.00 pounds Spayed Female Fietriewver, Labrador Aictive 265,15
Item D | Item Drescription | (uantity | Amaint ‘ Staff | Center ‘ Dizc | Tax Date ‘@‘
1 WwlP Warmiting work-up H Ho | Mo | 024032017 (4
2 [1738 Emergency Exam 1.00 $95.00LP H Mo | Yes | 02/03/2011 3
3 |CBC CBC- IDEXR In-House 1.00 $32.00LP H Mo | Mo |02/03/2011 4
4 |Ua Urinalpsis- IDEX Ref Lab 1.00 $2250LP H Mo | Mo | 02/03/2011 4
5 |22 ¥rap Digital 1-3 Views 1.00 $592.50LP H Mo | Mo |02/03/2011 f2)
6 |MFO MPO 1.00 $0.00LP H Mo | Mo | 02/03/2011 F4]
i LFP Mo | Nae | 00400000074
C o [ Special I ’ Departing ] [ Pharmacy I i I ake Appt ] [TraveISheet] ’ Copy To ]

Client Invoice window with patient selected and items entered in grid

If items exist on the Patient Visit List for this patient, either the PVL displays automatically or a
prompt asks if you want to open the PVL (if the Display patient visit message option is selected in
Invoice defaults). On the PVL, indicate the items to include in the transfer to the invoice, and then
click Transfer. See “Chapter 9: Using the Patient Visit List” beginning on page 129 for information
on the Patient Visit List.

Tip: You can also click Travel Sheet to select items from a travel sheet. See “Transferring Invoice
ltems from a Travel Sheet” on page 186 for information.

To add an invoice item, in the next available row’s Item ID field, enter an invoice item by either
typing the ID or pressing F2 to search for and select the item from the Invoice Item List.

With the item ID entered, one or more dialog boxes may display, depending on the type of item
entered, if it has any associated special actions or call back reminders, etc.

If necessary, change the value in the Quantity field.

The item pricing is calculated automatically, based on the specified quantity and displayed in the
Amount field. Change the price, if necessary.

Note: You may not be allowed to change the item’s pricing, based on the Allow change setting for
this item on the Invoice Item Information window’s Info tab. If changes are allowed, you may be
required to select a price change reason.

Complete the remaining fields for the line item as needed. See “Line ltem Entry Grid” on page 180
for more information.

As needed, perform additional tasks using the buttons on the bottom of the window. See “Invoice
Task Buttons (Bottom of Window)” on page 181 for information.

If you want to add invoice items for another patient belonging to this client, repeat steps 6-11 as
necessary to select the patient and add the invoice items.
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To change the order that items appear on the invoice, click in the item’s Item ID field and move the
item up or down using the arrow buttons in the bottom-left corner of the window. (Group items must
be moved as a group.)

To remove an item from the invoice, click in the item’s Item ID field and press CTRL+D. To delete
an item that is part of a group, click in the item’s Quantity field and press CTRL+D.

If applicable, perform additional actions related to the invoice using the buttons on the right side of
the window. See “Invoice Action Buttons (Right Side of Window)” on page 182 for information.

When you are finished creating the invoice, do one of the following:

e Click Post to process the invoice and mark the invoice as Closed (no changes or additions can
be made to the invoice once it has been posted/closed). See “Posting an Invoice” in the
following section for more information.

¢ Click Save to save all information without processing the invoice (information can be changed
or added later).

Posting an Invoice

When an invoice is posted, the following automatically takes place:

All information for the invoice is saved, and the invoice is marked as Closed (no other changes,
additions or transactions are allowed).

The invoice amount is applied to the client’s account balance.

Inventory quantity on hand is automatically updated for applicable items on the invoice.

To post an invoice:

1.
2.

Create an invoice using the steps in the previous “Creating an Invoice” section.

After you have entered all invoice items and carried out any invoice-related tasks, click Post. The
Post Invoice dialog box appears.

Note: If there are any special actions that have not yet been processed for items on the invoice, the
Special Action dialog box appears. Click Process to perform the highlighted special action or click
Continue to continue posting the invoice.

I Post Invoice
NOTE:
Mo other activity can be entered on this invoice once it has been posted.
Posting date Perform these tazks when posting
Apply payments

Frint invoice Copies:| 174
Check-out patients
Apply payments to invoice for productivity by provider

Date: P2/24/2011 (9]

Frint special action documents

Invoice message
Meszage: | Thank You v

Thank you for using our hozpital for the care of pour petz. ‘We look forward to provide you
and your pet with quality service. Have a great day.

Special action document list
Canine Meutering.doc [Doc 201, Item CHJ53, Pat 1D 11482) Copies: 1

Post Invoice dialog box
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3. Inthe Date field, verify the posting date for this invoice (defaults to the current system date). To
change the date, either type a different date or press F2 to select a date using the calendar.

4. Inthe Perform these tasks when posting area, select from the following tasks to perform upon
clicking OK on this dialog box:

¢ Apply payments — Open the Payment dialog box to apply the client’s payment for this invoice
immediately.

Note: If payment is not applied immediately, it can easily be applied at a later time from the
Client Invoice window by pressing F2 in the Invoice number field to select and open the posted
invoice, and then clicking Payment to display the Payment dialog box.

¢ Print invoice - Print the specified number of copies of the invoice. If the Electronic Signature
check box is selected in payment type/setup and an electronic signature capture device or
tablet is detected, a drop-down list is available. From the drop-down list, select Full Invoice or
Invoice Receipt. Note that a signature prints only on an invoice receipt.

e Check-out patients — Check out the patient or patients included on the invoice.

e Apply payments to invoice for productivity by provider — Assign the appropriate invoice
payment percentages to the applicable provider(s) in your practice. (This option is selected by
default if the Apply payment to specific invoices for A/R by provider option is selected in
Invoice defaults.)

e Print special action documents — This option is available if any items on the invoice are set up
to initiate the Print Document special action with the When to Apply field set to Print after
invoice posted. If so, the applicable document or documents are listed in the Special action
document list area at the bottom of the dialog box.

5. Inthe Invoice message area, select a message to print at the bottom of the invoice (defaults to the
message set in Messages defaults) and make any necessary changes to the message in the text
box.

6. Click OK. Depending on the tasks selected in the Perform these tasks when posting area, the
invoice may print and/or additional dialog boxes may display.

Transferring Invoice Items from a Travel Sheet
When adding invoice items to an estimate, Patient Visit List, Patient Orders or invoice, you can click the
Travel Sheet button to select items to transfer from one or more travel sheets.
To transfer invoice items from a travel sheet:

1. With an estimate, Patient Visit List, Patient Orders or invoice open, click the Travel Sheet button.
The Travel Sheet ltem Selection dialog box appears.
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™ Travel Sheet Item Selection for Gressa (13683)
Classifization A Travel Shest ~
Contiolled Substances Small animal travel shest [M
DENTAL Surgery Sheet -
Dental Supplies Travel Shest ™
Flza & Tick Products —
Fluids Item |0 Description | Oty |~
Food & PIESC.IIptIDn Diets | Dphihalmics
g;ﬁ';m'sg'”a' 17871 Anficial Tears Dirtment 0
GROUPS 17870 Atificial Tears Solution 0
Heartworm 116 Atropine Ophth Soln 13 1}
Hame-Again 11117 Atropine Opthalmic Dintment 0
Hormones 17497 Chlorarmphenical Ophth Dint 1/8 0
HOSPITALIZATION ICYCL Cyelozporin 1% Diops 0
LABORATORY 17873 Dexamethasone Dintment 1% 0
E"LSSEIEetL:A“EDUS 12055 Gientacin Ophth Dintment 25 am 0
Ophthalmics 12087 Gentocin Dphth Solution 5 ml 0
P
PROFESSIONAL SERVICES 12720 ycitracin Ophth Oint 3.5 gm 0
RaDIOLOGY 1noe3 Meo-Paoly-Dex Opthalmic Drops 0
Supplies 11084 Meo-Paly-Liex Opthalmic Dintment 0
SURGERY 15334 MPD [4K-TROL) Opth Oint 0
Topicals 13025 Flocarpine 1% 0
Hlrasound 12055 Prednisolone Acetate Opthalmic 1% 0
ACPINAT!DNS — |l3528 Terrampcin Ophth Qint 2.5 gm 0
itamirisdinerals > hal

Travel Sheet Iltem Selection dialog box

2. Select the travel sheet you want to use.
3. Inthe Classification area, narrow the list of invoice items by doing one of the following:
e To view travel sheet items for all classifications, click <All Classifications>.

e Toview only those items in a specific classification, click the specific classification you want to
view.

e To selectively view items in more than one classification, press and hold the SHIFT key as you
click the classifications.

4. Under Travel Sheet, select the travel sheet from which you want to select items.

5. To choose an item, click on it. The quantity will change to 1. Click again to increase the quantity. To
reduce the quantity, right-click it. You can also type in the quantity if you have a large quantity or
need to enter the quantity using decimals.

Note: Positive quantities are indicated with green text. Negative quantities are indicated with red
text.

Tip: ltems can be selected from multiple travel sheets. Click on another travel sheet to select from it.

6. To view only the items that are selected for a patient, click the <View Selected Items> option,
located at the top of the Travel Sheet area scroll list.

7. To transfer selected items to the estimate, Patient Visit List, Patient Orders or invoice, click Transfer.
The Enter Staff ID dialog box appears. Enter the staff ID and click OK.

Applying Discounts to Specific Invoice Iltems
When you previously set up your invoice items, you had the option of linking certain discounts to
individual invoice items on the Invoice Item Information window’s Tax/Disc tab. If you invoice a client
who is set up to receive the specified discount(s), Cornerstone automatically applies the discount, and
the button in the Discount column displays Yes. Click the Yes button to view the applied discounts.

Note: Cornerstone applies transaction discounts (also called line item discounts) only to the items you
specify. The discount is not applied to the entire invoice. To apply a discount to the entire invoice, click
the Discount button on the right side of the invoicing window.
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Before You Begin

1. Set up the discounts you want to use in your practice (Controls > Discounts).

2. Link discounts to individual invoice items on the Invoice Iltem Information window’s Tax/Disc tab.

3. Set up clients to be eligible to receive applicable discounts on the Client Information window’s A/R
Information tab.

To apply or remove transaction discounts:

1. On an estimate, Patient Visit List, Patient Advisor* exam or invoice, add the applicable invoice item.

2. Inthe Disc column, click the Yes or No button in that item’s row. (Or you can press TAB until the
button is selected and then press the spacebar.) The Transaction Discounts dialog box displays.
The discounts currently being applied are highlighted.

I® Transaction Discounts
Transaction
1316 DHPPC/LEPTO BOOSTER
Cancel
Dizcounts to Apply |

Fulltime Staff Food and Pharm 40.000%

Fullime Staff Service sales 75.000%

Medicine: 10 10.000%

Medicine: 25 25000% |

Medicine: 50 50.000%

Mew Customer Discount 5.000%

Fart time Staff Food and Pharm 30.000% 1

Transaction Discounts dialog box

3. To add or remove a discount to an invoice item, select the discount under Discounts to Apply.
Cornerstone applies the highlighted discounts.

Note: If the client is not set up to receive the discount, a message appears to confirm that you want
to apply the discount for this client.

4. Click OK to save your changes.

Note: If an asterisk appears next to a discount, that discount has been modified (in the Controls menu)
since it was used in this invoice. To use the updated discount: Click the modified discount (with the
asterisk) and then re-click the discount to apply the updated percentage. Click OK.

To print a list of the discounts linked to clients, print a Client A/R Information Report. (See “Client
Information Reports” on page 48.)

Transaction discounts also print on End of Day reports, such as the Itemized Audit Trail, and
summary reports, such as the Daily Summary Report and the Invoice Register Report.

Applying Taxes to Specific Invoice Items
When you previously set up your invoice items, you had the option of linking certain taxes to individual
invoice items on the Invoice ltem Information window’s Tax/Disc tab. If you invoice a client for one of
these items, Cornerstone automatically applies the transaction tax (unless the client is tax exempt) and
the button in the Tax column displays Yes. Click the Yes button to view the applied taxes.

Note: Cornerstone only applies transaction taxes (as explained above) only to the items you specify. The
tax is not applied to the entire invoice.
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Before You Begin

1. Set up the taxes you want to use in your practice (Controls > Taxes).

2. Link taxes to invoice items on the Invoice ltem Information window’s Tax/Disc tab.

3. For tax exempt clients, select the Tax exempt check box on the Client Information window’s A/R
Information tab. (Taxes are not applied if the invoiced client is marked as tax exempt.)

To apply or remove transaction taxes:

1. On an estimate, Patient Visit List, Patient Advisor* exam or invoice, add the applicable invoice item.

2. Inthe Tax column, click the Yes or No button in that item’s row. (Or you can press TAB until the
button is selected and then press the spacebar.) The Transaction Taxes dialog box displays. The
taxes currently being applied are highlighted.

I® Transaction Taxes
Transaction
15892 C/D Canine Dry 40 lbs
Cancel
T axes to Apply |

Adarns: County Tax 0.750%

State Sales Tax 7.000%

Wwashington County Tax 0.500%

Transaction Taxes dialog box

3. To add or remove a tax on an invoice item, select the tax under Taxes to Apply. Cornerstone applies
the highlighted taxes.

4. Click OK to save your changes.

Note: If the client is set up as tax exempt, you cannot apply a tax. (A message appears when you click
the Tax button.)

Note: If an asterisk appears next to a tax, that tax has been modified (in the Controls menu) since it was

used in this invoice. To use the updated tax: Click the modified tax (with the asterisk) and then click the
tax again to apply the updated percentage. Click OK.

To print a list that shows clients’ tax status, print a Client A/R Information Report. (See “Client
Information Reports” on page 48.)

Transaction taxes also print on End of Period reports, such as the End of Day Itemized Audit Trail,
and summary reports, such as the Daily Summary Report, Daily Summary Tax Report and the Daily
Audit Trail. To see a summary of sales tax activity, print the End of Month report Sales Tax Summary
Income Reconciliation Report.

Adding Departing Instructions
Use departing instructions to give your clients specific details about the medicine that is being
dispensed or special instructions for a procedure that has been performed. If you have linked departing
instructions to invoice items, Cornerstone automatically prints the instructions on the invoice and saves
them in the patient’s medical history. You can also:

e Add a departing instruction to an invoice item, even if the invoice item has other linked departing
instructions.
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Add an existing instruction or create a new instruction.

Change the text of a departing instruction. (The maodified instruction is saved in the patient’s medical
file, but the changes do not affect the practice’s Departing Instruction List.)

Tip: You can set up a blank departing instruction and then use this instruction to type additional
information or messages to the client.

Before You Begin

1.

Set up the departing instructions you want to use in your practice (Lists > Departing Instructions).
Print a Departing Instructions Report to see a list of departing instructions at your practice.

Link departing instructions to invoice items on the Invoice ltem Information window’s Instructions
tab. Print the Invoice Item Information Report to see which invoice items currently have departing
instructions linked.

To add or update departing instructions:

1.

With an item or items added to the Patient Visit List, Patient Advisor* exam or invoice, do one of the
following:

¢ Onthe PVL, click the Departing Instructions button for the applicable line item. The
Departing Instructions dialog box appears.

¢ On the Client Invoice window, click Departing. The Invoice Departing Instructions dialog box

appears.
I Invoice Departing Instructions
Patient information
1D: 13683 Mame: Gressa
Age: 4%z 3 Moz ‘weight: B5.00 pounds
Breed: DOBERMAN FINSCHI Sex: Spay
Departing instructions
D | Description | StaffID | Note
1 |E WACCINATION CAUTION M | Mote...
2 Mote...

Instruction lines

A FEW PETS MAY EXPERIENCE SOME LETHARGY AND SORENESS FROM THE
YACCINATIONS. IF THIS PERSISTS LONGER THAM 24 HOURS, PLEASE CALL OUR OFFICE.

Invoice Departing Instructions

In the next available row’s ID field, enter the departing instruction ID by either typing the ID or
pressing F2 to select the ID from the Departing Instruction List. The text of the selected departing
instructions appears in the Instruction lines box.

In the Staff ID field, specify the staff member recommending the departing instructions by either
typing the staff ID or pressing F2 to select the staff from the Staff List.

If needed, click the Note button to open the instruction text and make changes, add information,
and/or check the spelling of the instructions. When finished, click OK.
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5. To remove departing instructions from the invoice, click in the instruction’s ID field and press
CTRL+D. (Deleting a departing instruction on the PVL or invoice does not delete the instruction from
the practice’s Departing Instruction List.)

6. Click OK to save your changes.

Verifying Inventory Details
If an inventory item is marked to track quantity on hand, lot numbers, expiration dates, and/or multiple
locations, you may be asked to verify inventory details for this invoice item if it is added to a Patient Visit
List, prescription, lab request, patient document, Patient Advisor* exam or invoice.

For these types of inventory items, one of the following icons will appear in the Verify Inventory Details

@ column on the PVL/invoice/document (or next to the Quantity field for prescriptions) to indicate
whether or not information is missing:

ﬂ Indicates more inventory information is required.

Depending on the default set in the When inventory details need to be verified area in Inventory defaults,
this additional information may be required for the invoice item before you are allowed to continue.
Options for the default setting include Not required, Warn if not verified, or Required.

Note: The icon indicator also appears, if applicable, on the Vaccine Tag window. You can click the ﬂ
icon and verify inventory details from the Vaccine Tag window, if desired. However, you will not be
required or warned about verifying the information until the performed item is saved on the PVL or
invoice.

To add required inventory information:

1. For the applicable line item (on the PVL, prescription, invoice, etc.), click the ﬂ icon. The Inventory
Details dialog box appears.

I Inventory Details
Inventory item
Item |D: RABIES Fiabies [Imrab 3] Guantity: 1.00
Prezz F2 or double click in the Loc 1D column to select from existing inventary
Guantity | Loc D | Location E=piration D ate Lat Mumber | Verified |
1 1.00 INJECT Injectables 1A13/2011 (4] 2714887
2 00/00/0000 [ ]

Inventory Details dialog box

2. For the inventory line item, type the required information in the provided fields or press F2 with the
cursor in the Loc ID field to search for and select the information from the Inventory on Hand List.

3. When all inventory details are complete, select the item’s Verified check box.
4. Click OK.

Note: After the inventory detail information is complete and marked as Verified, quantity on hand is
depleted for performed PVL items or items on a saved invoice.
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Processing Special Actions
A special action is an action Cornerstone will automatically perform when a specific item is added or
posted during invoicing (or on the Patient Visit List). You can set up an invoice item to initiate a special
action by selecting the action on the Invoice Iltem Information window's Spec. Actions tab. For example,
you could set up a vaccination invoice item to initiate the Vaccine Tag special action when the
vaccination is invoiced. This special action would display the Vaccine Tag window, which allows you to
enter information for the tag and print a rabies certificate.

With the exception of the Vaccine Tag special action, all special actions you can perform during
invoicing represent actions that can be performed elsewhere in Cornerstone, prior to invoicing:

e Print special Feeding Guide instructions

e Enter an image request (IDEXX SmartLink* Digital Imaging module only)
e Enter a laboratory request (Laboratory module only)

e Mark a patient as deceased

e Create a prescription

e Print a document

e Change the sex of a patient

e Enter a microchip ID

e Enter weight/vital signs information

The process of issuing a new rabies/vaccine tag and certificate can be performed only through invoicing
using the Vaccine Tag special action. See “Issuing a Rabies/Vaccine Tag and Rabies Certificate” on
page 193 for information on this process.

Note: The When to apply setting on the item’s Spec. Actions tab determines when the special action is
applied during invoicing or on the Patient Visit List. For the Mark as Deceased and Sex Modification
special actions, the special action can be processed only on the invoice, not on the Patient Visit List. For
more information about setting up special actions, see “Chapter 10: Setting Up Your Invoice Items” in
the Cornerstone Administrator’'s Manual.

To process a special action:

Depending on when the special action is applied and whether or not you choose to process it
immediately, the Special button may be available for selection on the Client Invoice window or Patient
Visit List. You can click the Special button at any time to display the Special Actions dialog box, which
lists any applicable special actions.

Cloze

I Special Actions
Patient information
1D: 15259 Mame: Cazey
Age: 10 0 Moz, ‘weight: 13.60 pounds
Breed: Mediumhair, Domestic Sex: Spayed Female

Actions

Waccine Tag

Special Actions dialog box
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Note: The Special Actions dialog box automatically appears when you post an invoice if you haven’t
performed all of the special actions that are linked to the items on the invoice.

On the Special Actions dialog box, you can:

e Click Process to perform the highlighted special action. When you perform a special action, a green
check mark ¥ appears next to the action.

e (lick Continue to continue posting or saving the invoice.

e (lick Close to return to the invoice.

Issuing a Rabies/Vaccine Tag and Rabies Certificate

When you process the Vaccine Tag special action, Cornerstone displays the Vaccine Tag window, which
allows you to enter information for the tag and print a rabies certificate, if applicable.

I Vaccine Tag
Client: John CALCHERA - 4721 [¥] Print certificate
Patient: H ailey — 7OER Canine Retriever, Golden 72,40 Pounds (3/2/2011) ] ]

7rs. 3 Mos. Spayed Female
Cancel
Item: R&B1YR RAEIES 1R BOOSTER
Tag number: 10007 ﬂ

Yaccine information

Yaccine: IMRAB 1 Rabies Vaccine Producer/Mfr: Merial This iz & rakies tag
(IMRAE) Brand: IMRAE 1
Type: | Killed ~|
Giver: |3/2/2011
Manner of (5 by aneausly “ Humber of (4 “ Tag Expires: 3/2/2012
adrministration: - years: -
Lot number: | 180608 | Drug expires: 12/12/2M2 zelect drug expiration
Qty/Doses: ‘I.DDQ
Location of
injection:
Staff information
Performed by: C5 Corrin Schulze, D Lic.:

Vaccine Tag window
Your vaccine/vaccination item setup determines if vaccine information displays by default in the fields on
the Vaccine Tag window:

¢ INVENTORY-based system - ltems are set up as either vaccination SERVICE items that include a
link to a vaccine INVENTORY item, or only an INVENTORY item is used.

¢ SERVICE-based system - Items are set up as vaccination SERVICE items (with no link to an
inventory item).

See “Chapter 10: Setting Up Your Invoice Iltems” in the Cornerstone Administrator's Manual for more
information on setting up vaccine/vaccination invoice items.

Note: You can assign a specific printer for printing your rabies certificates. See “Assigning Printers in
Cornerstone” on page 23 for more information.

Before You Begin:

e Set Vaccine Tag defaults (Controls > Defaults > Practice and Workstation > select Vaccine Tag
from the menu on the left).
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e Set up applicable invoice items to initiate the Vaccine Tag special action (select Lists > Invoice
ltem, select the applicable invoice item and click Update > click the Spec. Actions tab).

IMPORTANT: Vaccination invoice items must be set up to initiate the Vaccine Tag special action, which
displays the Vaccine Tag window during invoicing (or on the Patient Visit List). This is the only way to
issue a new rabies/vaccine tag and rabies certificate for a patient.

To issue a rabies/vaccine tag and print a rabies certificate for a patient:

1. On aninvoice or Patient Visit List, add an invoice item that has been set up to initiate the Vaccine
Tag special action.

Note: Depending on the When to apply option selected for the special action during setup, the
special action (and Special button) may be activated immediately after the item is added to the
invoice/Patient Visit List, when the invoice is saved or posted, or when you click the Post button on
the invoice (before the invoice is actually posted).

2. If necessary, click the Special button located at the bottom of the Client Invoice window, select the
Vaccine Tag special action, and click Process.

When the special action is processed, the Vaccine Tag window appears.

3. If you previously specified a Tag number prefix in Vaccine Tag defaults, that default prefix will
display in a smaller text box to the left of the Tag number text box. If desired, you can change the
prefix (up to five characters).

4. Inthe Tag number text box, type the tag number or click the Increment Tag button to use the
next available tag number. This increments the tag number by one, based on the Last used tag
number in Vaccine Tag defaults.

Enter the vaccine Producer/Mfr. and Brand information in the text boxes provided.
In the Type drop-down list, select the applicable vaccine type (Killed, MLV, etc.).
In the Given field, verify the date this vaccine was administered and change the date if necessary.

Enter or select the Manner of administration and Number of years information.

© © N o o

In the Lot number and Drug expires fields, if applicable, enter or select the lot number and
expiration date for the invoice item. (If lot numbers and expiration dates are tracked through
Cornerstone Inventory, these settings are controlled by consumption.)

10. In the Qty/Doses field, verify the quantity/number of doses of the vaccine given and change it if
necessary.

11. If the invoice item requires inventory details to be verified, click the red question mark ﬂ icon, enter
or select the appropriate inventory details, and click the Verified check box for the item. See
Verifying Inventory Details on page 191 for more information.

12. If applicable, you can enter the location of injection (up to 25 characters) in the Location of
injection text box. This information will display only when you view the tag information in
Cornerstone; it will not print on the certificate.

13. In the Performed by field, type the staff ID or press F2 to use the Staff List to choose a staff
member, and then press TAB. The staff member’s license number displays if it has been specified
on the Staff Information window's Information tab.

14. If you are issuing a tag that has been designated as a rabies tag, the Print certificate check box
displays in the top-right corner of the window. Select this check box if you want Cornerstone to print
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a rabies certificate when this tag is completed. (Or if your practice prints custom certificates, when
this tag is completed, the certificate document opens for printing in the Cornerstone Editor.)

15. Click OK.

e If you have an INVENTORY-based system and you used the default vaccine information (or
selected existing settings from the drop-down lists), no further options are available. If you
selected the option to print a rabies certificate, the certificate prints (or opens for printing in the
Cornerstone Editor).

e Ifyou have an INVENTORY-based system and you entered new vaccine information on the
Vaccine Tag window, proceed to step 16.

¢ If you have a SERVICE-based system, no further options are available. If you selected the option
to print a rabies certificate, the certificate prints (or opens for printing in the Cornerstone Editor).

16. If you entered a new lot number/expiration date combination, you are asked if you would like to add
the combination for this inventory item. Click Yes to have Cornerstone add the combination for this
item on the Invoice Item Information window’s Vaccine tab.

I* Add Lot Number/Expiration Date

Would you like to add the fallowing lot number /
expiration date combo to thoze available for this
ineentary item?

Itemn 1D: IMRAE
Item dezcription: RABIES [IMRAE 3]
Lot nurnber: 180608
Expiration date: 12/12/2011

17. If you specified a new Manner of Administration/Years combination, you are asked if you would like
to add the combination for this Inventory item.

-,

B® Add Manner of Admin. Default

whiould wou like to add the following manner of
administration for this inventony item? Tes

[tem ID: IMRAB
Item dezcnption: RABIES [IMRAB 3)
kanner of administration:  Subcutaneously
Years: 1
Print rabies certificate: ]

Species: Canine

a. Select the Make this the default check box, if you want to use this combination as the species
default for this Inventory item.

b. Click Yes to have Cornerstone add the Manner of Administration/Years combination for this item
on the Invoice Item Information window’s Vaccine tab.

If you selected the option to print a rabies certificate, the certificate prints (or opens for printing in the
Cornerstone Editor).
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To update, void, or reissue a vaccine tag, use the right-click options on the Patient Clipboard, in the
Patient information area’s Tags/Microchip ID tab.

To enter an existing tag (if the patient was issued a tag elsewhere and you want to document it in the
system), use the right-click Add Existing option on the Patient Clipboard, in the Patient information
area’s Tags/Microchip ID tab.

For a list of rabies tags that have been issued by the practice, print the Rabies Tag Report.

For a list of all vaccination tags (including rabies) that have been issued by the practice, print the
Vaccine Tag Report.

Option to Complete the Tag Number at a Later Time

When issuing a vaccine tag, if necessary you can leave the tag number blank and complete it later, prior
to posting the invoice. For example, you might start to issue the tag from the Patient Visit List, and then
wait to enter the tag number when the client is being invoiced in reception.

When the client is invoiced, if the tag has not been completed (i.e., no tag number), the Tags to be
Completed dialog box displays and lists any incomplete tags that exist in the client record. Select a tag
and click Process to complete the tag information and continue with posting the invoice.

I Tags to be Completed

Patignt | Species Breed Item Description |
Process
13683 - Gresza CANINE DOBERMAM PINSCHER  RABIES 1YEAR BOOSTER -

Cloze

Tags to be Completed dialog box

Accessing Rabies/Vaccine Tag Options from the Patient Clipboard

In the Patient information area on the Patient Clipboard, the Tags/Microchip ID tab includes tag options
available via the right-click menu.

Patient information

GlAl%w 3 e % kO E G

Microchip 1D: Fegistration:
Hide voided tags
TagMumber|  Date | Expies | Staff] ‘Yaccine [ Ca
13567 9/21/2006 9/21/2008 EVE Imrab 3
436 74342003 7/3/2004 0 MW Imrab 3 Yiew
7530 7/29/2004 7/29/2006 LB Imrab 3 Yoid
Reissue |
Add Existing |’

These options include:

View/Update — A tag is updateable until the point when you post the invoice containing the
associated invoice item that generated the Vaccine Tag special action. For those tags that are no
longer updateable, you can view the tag information, but you cannot make changes.

Void - If necessary, you can void a tag; voided tags are listed in bold red text.
Tip: Click the Hide voided tags check box if you do not want voided tags displayed on this tab.

Reissue - If a client loses a tag and needs proof of the vaccination, you can reissue the tag. When
you reissue a tag, all information on the tag stays the same, except for the tag number.
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e Add Existing — You may want to enter an existing tag into the system if the patient was issued a tag
elsewhere and you want to document the tag information in their patient record. (You can also add
an existing tag when setting up a new patient on the Patient Information window’s Information tab.)

Using the Pharmacy Formulary

If your practice has purchased the Pharmacy Formulary module and you have linked your invoice items,
you can access the Pharmacy Formulary from the Patient Visit List or invoice.

Before You Begin
e Verify that your practice has purchased the Pharmacy Formulary module.

e Link your invoice item IDs to drugs in the Pharmacy Formulary (Activities > Pharmacy Formulary
> Pharmacy Invoice Item Link Setup).

To use the Pharmacy Formulary on the Patient Visit List or invoice:

1. On the Patient Visit List or invoice, add a prescription invoice item.

2. With your cursor in the item’s row, click Pharmacy. A pop-up menu appears.
3. Do one of the following:

e Select Drug Interaction Matrix to check a drug against other drugs (drugs in the patient’s
system or being prescribed for the patient) and produce a list of possible interaction results.

e Select Dosage Calculator to calculate the dosage to prescribe for a patient based on the
weight, species and available forms of the drug.

e Select Antiparasitic Agent to use interactive antiparasitic agent charts for cats, cattle, dogs,
horses, poultry, sheep, and swine.

e Select Conversion Charts to access four conversion charts for your medical reference.

Applying a Manual Discount to the Entire Invoice

You can manually apply a discount to the entire invoice before you post the invoice. This discount is a
percentage of the entire invoice. Do not confuse this manual discount with the transaction discount

column on the invoice. (The discount column on the invoice allows you to apply discounts to specific

invoice items.)

To apply or remove a manual discount on an invoice:

1. While creating an invoice in the Client Invoice window, enter all invoice items and carry out any
special actions related to this invoice.

2. Click Discount. The Manual Discount dialog box displays. The invoice’s total before discount is
shown.

3. Do one of the following:

e To calculate the discount based on a percentage, select Percentage, type the percentage in
the Discount percentage field, and then press TAB. The discount amount displays.

e To calculate the discount by specifying a dollar amount, select Amount, type the discount dollar
amount in the Amount field, and then press TAB. The discount percentage displays.

Cornerstone adjusts the invoice’s total after discount.
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I® Manual Discount - Invoice #242939
Calculation method:  (3) Percentage () Amaount
Total before discount: $57.66
Dizcount percentage: 10,00 Amaunt: BIT

Total after discount: $51.89

Description: MNew client

Manual Discount dialog box

4. Type a Description of the discount.
5. Click OK.

Copying Invoice ltems to Another Patient
If needed, you can copy items on an invoice to another patient or patients owned by the same client. For
example, if a client brings in her two cats, you can enter all of the services for the first cat on an invoice
and copy them to the invoice for the second cat, if applicable. This saves you from having to re-enter the
services for the second cat. If all of the copied items do not apply to the second cat, you can manually
delete them from the invoice.

To copy invoice items to another patient owned by the same client:
1. Start an invoice and add items as usual.

2. When finished adding items for the patient, click the Copy To button (located at the bottom right of
the Client Invoice window). A list of the client’s pets appears.

™ Copy to Patient(s)
Fatient 10 | Mame | Age wieight | Sex | Breed | oK
136835 Schatzie 18%rz. 4 Moz, 15.00 pounds  Spay DACHSHUND, S0
136831 Schultz 16%rs. 8 Moz, 14.00 pounds  Meuter MIMNATURE PINSCH

Include all species

Fie-expand smart and nested groups

Copy to Patient(s) dialog box

To view the client’s pets of all species, click the Include all species check box.
To view inactive pets belonging to the client, click the Include inactive patients check box.

From the list, select the pet(s) to whom you want to copy services.

2

If any group items were used on the first patient, we recommend that you click the Re-expand
smart and nested groups check box when copying items to other patient(s). When this box is
selected, you are prompted to answer any age-dependent or weight-dependent questions when the
services are copied.

7. When finished, click OK.

Note: Only lines on the invoice for the first patient are copied. Lines on the Patient Visit List that have
not been transferred or lines added to the invoice after the copy are not copied.
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Voiding an Invoice

If necessary, a staff member with appropriate security permissions can void an invoice in Cornerstone.
When an invoice is voided, the invoice total is automatically credited to the client’s account, and their
account balance is updated accordingly.

To void an invoice:

1.

>

® N o O

Open the invoice you wish to void by doing one of the following:

e With the client selected on the Client Invoice window, press F2 in the Invoice number field to
select the applicable closed invoice from the Invoice List.

e With the client selected on the Patient Clipboard, in the Client information area, click the

Account Information | 8 | tab, and then double-click the applicable closed invoice in the list of
the client’s account transactions.

With the applicable invoice displayed on the Client Invoice window, click the Void button. The Void
Invoice dialog box appears.

Yoid Invoice #16726
MNOTE

Reminders satisfied by this invoice must be reinstated manually. Special
actions such as gex modification and marking the patient as deceased

must be reversed manually on the patient information screen. Cancel

Confirmation
Check to confirm the void

Options
Frint invoice Copies: U=

Comments
Entered under wrong client. Should have been entered for client 14

<] B

Void Invoice dialog box

Select the Check to confirm the void check box to confirm that you want to void this invoice.

To print the invoice (marked “Voided Invoice”) upon clicking OK, select the Print invoice check box
and specify the number of copies to print.

If desired, type the reason for the void and any applicable comments in the Comments text box.
Click OK.
If your practice uses cashier IDs, enter your cashier password.

If a payment existed on the original invoice, a prompt appears to automatically reverse (void) the
payment. Click Yes to reverse the payment.

Note: If the payment was a credit/debit card payment, the Payment dialog box opens so you can
immediately void the credit card transaction in Cornerstone. See “Voiding a Credit Card Payment
Transaction in Cornerstone” on page 205 for information on this process.

The transaction is saved as a line item in the client’s account with its own invoice number. The
transaction information includes the date, the voided invoice number, the staff, and any comments. You
may need to hover the cursor over the line item to view the comments. The invoice total also displays in
the Credit column. The original invoice line item is marked as Voided, along with the date of the void.

Note: Clear the Hide voided items check box to view voided invoices and voided payments in client
account history.
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Overview
The Client Account is a record of all financial transactions between you and your clients. The Client
Account shows:

e Invoices (the invoice number and whether the invoice is open or closed)

e Payments (method of payment)

e Adjustments (who entered the adjustment and why)

e Comments (any comment you want to keep in the client’s account history)
e Transfers (amounts transferred to or from another client’s account)

e Written off or reinstated amounts

e Returned checks

At the top of the Client Account, you will find the client’s credit code, last payment date and amount, the
total dollar amount of all open invoices and the client’s account receivable balances.

The IDEXX Cornerstone* Practice Management System uses information in the Client Account for
several alerts, such as Balance Over 90 Days Old, No Payment in 60 Days and Returned Checks.

Viewing Client Accounts
You can quickly see a client’s account history in the Client Account window.

To view a client’s account information:
» Do one of the following:

e On the Patient Clipboard, select the client, and then right-click in the Client area and select
Client Account.

e Click the Client Account ﬂ toolbar button. Enter the Client ID and press TAB.

e On the Activities menu, select Client Account. Enter the Client ID and press TAB.

The client’s account history displays in the Client Account window. An electronically signed credit
card payment displays the signature &4 icon.
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I® Client Account for Carol Foley E]
Client information A i
D Carol Foley Current: $0.00 Cancel
- 30 days: $0.00 -
Credit code: Cash or Check B0 days $0.00
Last payment: 9/6/2009 $1.42 Cash 90 days: $0.00
rment
Open invoice total: $0.00 Total due: $0.00
Hide voided items
Date Transaction Description Debit Credit Balance ||
12/30/2006  Invoice #: 238079 - Closed $91.84 $0.00 $91.84
12/30/2008  Payment: Visza on invoice 238079 $0.00 $91.84 $0.0C
01/06/2007  Invoice #: 233386 - Closed $21.20 $0.00 $21.20 Wwrite Off..
0M/06/2007  Payment: Viza on invoice 238386 $0.00 $21.20 $0.0C
04/06/2007  Irvvoice # 242407 - Closed $265.94 $0.00 $255.94 RUABIALS
05/31/2007  EOM: Finance Charge $3.84 $0.00 $259.7¢
06/23/2007 EOM: Finance Charge $3.84 $0.00 $263.62
07/25/2007  Invoice #: 242687 - Closed $85.18 $0.00 $348.8C
07/25/2007  Payment: Check, Check Mumber 4536 on invoice 242687 $0.00 $348.80 $0.0C
09/06/2003  Invoice #: 242937 - Closed $1.42 $0.00 $1.42
09/06/2009 Payment: Cash on invoice 242937 $0.00 $1.42 $0.00 |

Client Account window
Note: If the selected client has any open invoices, an alert box appears to tell you that open invoices
exist. Click OK.

You can perform a variety of actions using the buttons on the right side of the Client Account
window.

c

se: To:

Irvoice... Open an invoice for the selected client.

Payment. . Record a client payment.

Adjuzt... Adjust a client account.

Comment... Record a comment about the account.

Transzfer... Transfer a portion of the client’s bill to another client’s account.

Wirite OfF.. Write off the client’s account.

Record a returned check.

=

X
(]
=3

View details on an invoice without retrieving the invoice. You can also view adjustments,
comments and returned checks.

Wiem. .

Print Print the Client Account History Report.
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Recording Payments on Accounts
Use the Payment dialog box to record partial or full payments you receive from your clients. You can
also record multiple payments (such as half the bill paid by cash, the other half by check). After you
record a payment, it is posted to the client’s account, and Cornerstone asks if you'd like to print a
receipt.

Note: Payments do not close an invoice.

Before You Begin

» Set up your Account defaults (Controls > Defaults > Practice and Workstation > select Account
in the navigation pane on the left).

To record a client’s payment (for non-credit/debit card payments):

Note: For information on payments using a credit or debit card, see “Processing Credit/Debit Card
Transactions” on page 203.

1. Do one of the following:
e With the client’s account history displayed in the Client Account window, click Payment.
e On the Patient Clipboard, select the client and in the Client information area, click the Account
Information | 8 | tab. Right-click within the transactions table and select Payment.

The Payment dialog box appears.

I Payment for Carol Foley

Clhient information
ID: 5187 Carol Foley

Payments
Credit code: Cash or Check

Cashier password
- AUD  Audrey Wenner

Previous balance due:

$0.00

| | Amaunt Payment Type

Answer Deposit Date

Status

1 2450/ Check
2] 0.00

1234 0315/2009 fa
0315/2009 f2

£

|Totak  $24.50

New payments:

$24.50

Change given: $0.00
Balance after payments: $-24.50

Change given appears based on the Calculate change given setting in Account defaults. The Balance after payments
shows the effect of the payment on the client’s account balance.

If your practice uses cashier passwords, enter your Cashier password.

Type the Amount of the payment. The default Payment Type appears.

4. If the client is paying off the account, right-click in the Amount field and select Client balance. If the
client is paying off the balance of the invoice, right-click and select Invoice balance.

5. Select a different Payment type, if applicable. If the client was not set up for this type of payment, a
message displays. If you have set up a payment type prompt, the prompt appears next to the
payment type.

6. If applicable, type the prompt answer in the Prompt field.

The current date appears as the Deposit Date. Change the date, if necessary.
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8. Change the amount of Change given.

e If Calculate change given is selected in Account defaults, the amount of change to return to
the customer (based on the client’s account balance) displays.

¢ [f Calculate change given is not selected in Account defaults, .00 appears in the Change
given field, and the change appears as a credit to the client’s account.

e [fthe client’s balance is zero or if the client has a credit on their account, Cornerstone assumes
the payment is a deposit and the Change given field is not filled in.

9. Click Post to record the client payment and update the client’s account balance.
10. At the “Do you want to print?” prompt, select Yes to print a payment receipt or No to not print a
receipt.

To print a list of payments you accepted during a day, print the End of Day report Daily Payment
Register. (See “Chapter 20: End of Day Processing” in the Cornerstone Administrator’s Manual for
information.)

To reprint a Payment on Account receipt:

You can reprint a payment made on account that does not apply to a specific invoice. (To reprint a
payment for a specific invoice, view the invoice and reprint it.)

1. Do one of the following:
e On the Patient Clipboard, select the client and in the Client information area, click the Account
Information | #  tab. Right-click the payment you want to reprint and select View.

e With the client’s account history displayed in the Client Account window, highlight the payment
you want to reprint and click View. Click Print.
A preview of the payment appears.

2. Click Print.

Processing Credit/Debit Card Transactions

IDEXX Cornerstone software offers a simple and secure solution for integrated credit card processing
initiated from Cornerstone. Cornerstone works with a third-party payment processing provider to process
credit and debit card transactions through an Internet connection.

XCharge® Card Payment Processing Software

XCharge® software, developed by Accelerated Payment Technologies™, provides third-party card
payment processing for Cornerstone. XCharge is a secure and simple-to-use solution that processes
both credit and debit card transactions in the United States and Canada.

Note: Credit card numbers are not stored within Cornerstone—the XCharge software, which functions
outside of Cornerstone, shields Cornerstone from this information.
If You Need Help Processing Card Payments with XCharge

» Once you have installed the XCharge software, you can access the XCharge User Manual by going
to Start > Programs > XCharge > XCharge Help. You can also access the XCharge Help and
manual from the Help menu within the XCharge software.

If you cannot find the answer to your question in the Help or manual, you can contact Accelerated
Payment Technologies Customer Care for technical support toll-free at 1-800-338-6614.
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Before You Begin

» Apply for an XCharge merchant account, install and set up the XCharge payment processing
software, and set up the Credit Card Payment and Debit Card Payment payment types in
Cornerstone (Controls > Payment Types). See “Chapter 2: Setting Up Cornerstone Controls” in
the Cornerstone Administrator's Manual for information on setting up credit and debit payment types.

Initiating a Credit or Debit Card Payment from Cornerstone
To initiate a credit or debit card payment from Cornerstone:

Note: The signature icon & is displayed on the Account Information tab on the Patient Clipboard*
and on the Client Account window for any credit card payments that were electronically signed.

1. Onthe Payment dialog box, if your practice is set up to use cashier IDs, enter your cashier
password and press TAB.

2. Inthe Amount field, type the amount or right-click to select Client balance or Invoice balance.
Press TAB.

3. Inthe Payment Type field, select Credit Card Payment or Debit Card Payment, and then press
TAB. (Alternatively, you can click the Credit Card or Debit Card button.)

4. Depending on the third-party payment processing provider you have set up, a Payments Login
dialog box may appear. Enter your user name and password, and then click Login.
Note: If you select the Remember me for this login option, the Payment Login dialog box will not
display again as long as you are logged in on this workstation. If you log off Cornerstone and then
log in again, you will need to provide the Payments Login information again in order to initiate a
credit/debit card payment.
The card payment processing window appears.

5. The amount entered on the Payment dialog box automatically transfers to the Amount field on the
payment processing window. If the Amount field is blank, type the amount of the purchase.

6. If processing a debit card payment, enter the value in the Cash Back Amount field, if applicable.
7. Swipe the card or manually enter the credit card number.

Note: Debit card information must be entered using the card swipe and PIN pad. Manually entered
values are not accepted for debit cards.

8. Complete all required fields and process the transaction.

9. If processing a debit card payment, ask the client to enter the PIN number on the PIN pad device
when prompted.
OR
If processing a credit card transaction and using an electronic signature capture device, ask the
client to sign.

When the transaction has finished processing, the receipt prints. On the Payment dialog box in
Cornerstone, the transaction information appears in the Payments area with the Status field
indicating if the transaction was approved.
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Note: The signature capture box displays differently in Cornerstone depending on whether you are
using a signature capture device or a tablet PC. Also, Mobile Computing module users can capture
signatures in the field and process a payment.

10. Click Post to complete the transaction, and then click Yes when prompted to print a Cornerstone
receipt.

Upon successful completion of the transaction, the payment amount will be posted to the invoice
and/or the client account.

For a list of daily credit/debit card transactions (payments, voids and refunds), print the Daily
Payment Register — Credit/Debit Payment Transactions Report.
Voiding a Credit Card Payment Transaction in Cornerstone

A void transaction is used to reverse a credit card payment transaction. The transaction must be in the
currently open batch (if the current day’s batch has already been closed, you will need to do a return),
and only the full dollar amount of the original transaction can be voided—you cannot enter a partial void.

Note: Debit card transactions cannot be voided.

To void a credit card payment transaction in Cornerstone:

1. With the client information displayed in the Client Account window, click on the payment transaction
to be voided and click View.

Note: If the payment was on an invoice, the invoice must be voided in Cornerstone first before you
can void the payment. At the end of the invoice voiding process, a prompt appears to reverse the
payment. Click Yes to continue.

2. Onthe Payment dialog box, if your practice is set up to use cashier IDs, enter your cashier
password and press TAB.

3. Click anywhere within the transaction row to be voided, and then click Void (or press CTRL+D). A
message appears to confirm the void/delete action.

4. Click OK to close the message and void the selected transaction.

Note: If the void transaction fails (typically because the transaction’s batch has already been
closed), a Return window automatically appears so you can perform a return rather than a void for
this transaction. On the Return window, complete all required fields and process the transaction.

When the transaction has finished processing, a new negative dollar value line displays on the
Payment dialog box, and the Status field shows the Void transaction.

5. Click Post to complete the transaction.
Upon successful completion of the transaction, the void amount is reflected on the invoice and the
client account.

Processing a Credit or Debit Return

The process for issuing a credit or debit refund is similar to processing a credit or debit card payment,

except to issue a refund you type a negative number in the Amount field on the Payment dialog box.

To process a credit or debit return:

1. Inthe Payment dialog box, if your practice is set up to use cashier IDs, enter your cashier password
and press TAB.

2. Type the return amount as a negative number (e.g., -13.50) in the Amount field and press TAB.
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3. Select either Credit Card Payment or Debit Card Payment for the payment type, and press TAB.
(Alternatively, you can click the Credit Card or Debit Card button.) The Return window appears.

4. Complete all required fields and process the transaction.

When the transaction has finished processing, a new transaction line is displayed on the Payment
dialog box, and the Status field shows the Return transaction.

5. Click Post to complete the transaction.
Upon successful completion of the transaction, the Return amount will be posted to the invoice
and/or the client account.

Reprinting a Receipt for an XCharge Transaction

Using the XCharge Transaction Lookup feature, you can print a copy of a receipt or a transaction detail
report for a selected transaction.

Note: Receipts can be printed for approved transactions only.

To reprint an XCharge transaction receipt:
1. In the XCharge software (Start > Programs > XCharge > XCharge), click the Lookup button.

2. Use the available fields to specify a date range or batch number for the desired transaction, and
then click the Search button.

3. Select the desired transaction in the list, and then click the Receipt button. The receipt information
displays in a receipt preview window.

4. Click the printer icon on the toolbar to print a copy of the receipt.

Closing the Daily Batch of XCharge Transactions

When Cornerstone runs End of Day processing (either manual or unattended), it automatically sends a
signal to the XCharge software to close the current day’s batch of credit/debit card transactions.
XCharge immediately starts the batch closing (settlement) process and displays a message to inform
you when the batch has been closed successfully.

Manually Closing a Batch

If necessary, you can manually close a batch of XCharge transactions at any time from the XCharge
software.

To manually close an XCharge batch:

1. Inthe XCharge software (Start > Programs > XCharge > XCharge), click the Settlement button.

2. Complete all fields on the Credit Card Settlement tab, and then click the Settle button. You are
prompted to confirm the batch close action. Click Yes.

XCharge displays a message to inform you when the batch has been closed successfully.

For more information, see the XCharge User Manual or XCharge Help.

If a Connection to XCharge Cannot Be Established

In the event that a connection to XCharge cannot be established (i.e., if the Internet connection is not
working) and you are unable to perform an online, real-time authorization, you will need to call for voice
authorization and an approval code. Later, when the connection has been restored, you will need to add
the credit card transaction to the batch after-the-fact using a “Force” transaction in the XCharge
software.
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A Force transaction is generally used to insert previously authorized, but not captured, transactions into
a batch. Because the Force transaction type is not recorded automatically by Cornerstone, you will need
to set up a special “Force Credit Transaction” payment type that will allow you to later record the
transaction in Cornerstone.

Note: Force transactions are available only for credit payments (not for debit payments).

To set up a Force Credit Transaction payment type in Cornerstone (one-time setup):
1. On the Controls menu, select Payment Types.

2. Click New.

3. Inthe Description field, type Force Credit Transaction (or similar identifying name for a Force
credit card transaction).

4. Inthe Prompt field, type Approval Code. The prompt appears when the payment type is selected
on the Payment dialog box.

Note: An Approval Code prompt is not required, but it is a good way of ensuring the transaction’s
approval code is recorded in Cornerstone.

5. Click OK and then click Close.

6. Add the payment type to the applicable credit codes (Controls > Credit Codes) you have set up in
Cornerstone.

Step 1 - Call for voice authorization and approval code:

1. On a credit card manual imprinter (old-style carbon copy device), make an imprint of the credit card
and if applicable, record the 3—4 digit security code on the back side of the card.

2. Before you call to obtain voice authorization, ensure you have the following information on hand:
e Your merchant account number (merchant ID)
e The credit card number and expiration date
e The dollar amount

3. Obtain a voice authorization approval code by calling one of the following numbers (depending on
which processor you are using):

e [f Trans First is your processor, call 1-800-314-6888.
e If Global is your processor, call 1-800-944-1111, option 1.

Note: If you do not know your processor, contact Accelerated Payment Technologies Customer
Care toll-free at 1-800-338-6614 for confirmation.

4. Record the authorization approval code on the imprinted carbon copy paper with the card
information.

5. Ask the cardholder to sign the carbon copy paper, and provide the cardholder with a copy of the
transaction information.

Step 2 - Perform the transaction using the “Force” option in the XCharge software:

When your connection has been restored, you will need to add the credit card transaction to the batch
after-the-fact using a Force transaction in the XCharge software.

1. Open the XCharge software (Start > Programs > XCharge > XCharge).

2. Inthe list of Credit Card Transactions on the left, click Force (or press F6). The Credit Card — Force
fields display in the pane on the right.
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In the Amount field, enter the amount to process.
4. Enter the credit card number and expiration date, or swipe the credit card if it's available.

Note: If you swipe the credit card, you automatically populate the Credit Card # and Expiration
(MMYY) fields.

5. Inthe Approval Code field, type the approval code obtained via voice authorization.
6. Click Process (or press F12). When processing has finished, the receipt prints.

Step 3 - Record the transaction in Cornerstone using the Force payment type:
1. Return to the Payment dialog box in Cornerstone to enter the payment.

2. Inthe Amount field, type the amount, or right-click and then select Client balance or Invoice
balance. Press TAB.

IMPORTANT: Make sure the amount entered or selected here matches the amount of the
transaction you processed in the XCharge software.

3. Inthe Payment Type field, select Force Credit Transaction (or the name used to create your Force
payment type) and then press TAB.

4. If an Approval Code prompt was set up for this payment type, in the Answer field, type the approval
code for this transaction obtained via voice authorization.

5. Inthe Deposit Date check box, verify the date and correct it, if necessary.
6. Click Post to post the payment to the invoice and/or the client account.

Step 4 - Account for Force transactions in your daily reporting:

Because the Force transaction processed in XCharge is not initiated from Cornerstone (and therefore
not recorded in Cornerstone), you will need to use the Daily Payment Register — By Payment Type report
in Cornerstone as your log of transactions recorded under the Force Credit Transaction payment type.

1. Onthe Reports menu, select Find a Report.

2. Inthe Reports list on the left, click the plus sign [+] to the left of the End of Day report group, and
then open the Daily Payment Registers subgroup.

3. Double-click Sorted by —Payment Type to create the report.
4. Select the applicable Daily period, and then click Preview or Print.

5. Use the report preview or printout to look up the subtotal amount of all transactions processed
under the Force Credit Transaction payment type.

6. Add this amount to the credit transactions on your Daily Payment Register — Credit/Debit Payment
Transactions Report within Cornerstone. Compare that amount to your XCharge daily reports to
balance your End of Day.

XCharge Reports

The XCharge software provides a variety of reports that include detail and summary level information for
all transaction types, as well as credit- and debit-specific detail. The transaction detail reporting allows
for sorting by specific field names, and all reports can be displayed and/or printed by a date range.

There are many useful reports available in the XCharge software. Two of the most commonly used
reports include:

Credit Card Totals Report — Provides the following processing detail by credit card type: transaction
type, count, total amount, average amount and group.
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Settlement Report — For each transaction within a batch, provides information on: transaction type,
credit card number, expiration date, credit card type, approval code, date, settlement date, clerk,
settlement clerk, register, settlement register, amount, settlement amount and settlement difference.

To access reports in the XCharge software (basic steps):
» In the XCharge software (Start > Programs > XCharge > XCharge), click the Reports button.

For more information, see the XCharge User Manual or XCharge Help.

Cornerstone Daily Payment Register - Credit/Debit Payment Transactions Report

This Cornerstone report allows you to review your daily credit/debit card transactions (payments, voids
and refunds). The report groups transactions according to payment card type and sorts them in
ascending date/time order.

Note: This report lists only those transactions performed using the Credit Card Payment and/or Debit
Card Payment payment types, as these are the only payment types that allow card processing initiated
from Cornerstone.

To access this report in Cornerstone:
1. On the Reports menu, select Find a Report.

2. Inthe Reports list on the left, select End of Day > Daily Payment Registers > Sorted by -
Credit/Debit Payment Transactions.

Adjusting Client Accounts
Use the Account Adjustments dialog box to adjust a client’s account or to set up a client’s account. Use
adjustments sparingly and only to:

e Set up abeginning balance
e Modify a discount
e Adjust a finance or billing charge
Note: Do not use adjustments to correct invoicing or payment errors.
To adjust a client’s account:
1. Do one of the following:
e On the Patient Clipboard, select the client and in the Client information area, click the Account
Information | #  tab. Right-click within the transactions table and select Adjustment.
e With the client’s account history displayed in the Client Account window, click Adjust.

The Adjustment dialog box appears.
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™ Adjustment
Client information
I0: 2172 Sarah Johhson
Adjustment

Camment: | Finance charge adjusted.

Adjusted Actual
Current: $0.00 $0.00

Last month: $1.00 $1.00

30 days: 30,00 $0.00

B0 days: $0.00 $0.00

90 days: $333.59 $343.55
Finance charge: $61.80 $61.80

Total due: $3596.33 $406.33
Adjustment: $-10.00

Adjustment dialog box

2. Inthe Comment text box, type the reason for the adjustment. (The adjustment comment from
defaults automatically displays.)

3. Type the amount this client owes in the corresponding Adjusted boxes. (Do not type the amount you
are adjusting.)
e Total due at the bottom of the dialog box reflects what the client now owes your practice.
e Adjustment reflects the total amount you are adjusting.

4. Click OK. The Accounts Receivable balances are updated.
Note: If you pay your providers based on collected accounts receivable, you will have to select the
staff.

To print a list of adjustments, print the End of Month report Monthly Adjustment Summary by Client
ID or Client Last Name.

Adding Comments to Account History
You can record various comments or information about a client’s account. These comments are dated
and appear in the Client Account and Client Account History Report.

To view a long comment in the Client Account, double-click the comment or position the mouse over the
line.

To add a comment to a client’s account:

1. Do one of the following:

¢ On the Patient Clipboard, select the client and in the Client information area, click the Account

e With the client’s account history displayed in the Client Account window, click Comment.

Information tab. Right-click within the transactions table and select Comment.

The Comments dialog box appears.
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I Comments

Client information
ID: 2172 Sarah Johnsan ol

She will send half of her balance tomarmow and the remaining half in two

weeks.

Comments dialog box

2. Type the comment.

3. Click OK. The comment appears in the Transaction Description column.

Transferring Portions of Bills
Sometimes you have to split a bill because the patient has more than one owner. You can transfer an
amount of one client’s bill to another client. The transfer appears in both clients' account histories.

Note: If the patient is owned by a partnership, use Split Billing instead.
To transfer billing between client accounts:
1. Do one of the following:

¢ On the Patient Clipboard, select the client and in the Client information area, click the Account

e With the client’s account history displayed in the Client Account window, click Transfer.

Information tab. Right-click within the transactions table and select Transfer.

The Transfer Portion of Bill dialog box appears.

I Transfer Portion of Bill
Transfer from A t ivabl
: $0.00
ID: 2172 E;':”t S0 :
ays:
Name: Sarah Johnson B0 days: $0.00
90 days: $20219
Phone: [715]286-6343 e
Total due: $20313
Transfer to Accounts receivable
Current : $203.20
LY/ 665 30 days: $0.00
Mame: Barb Fuller B0 days: $0.00
- 0.00
Phone: (715]265-3032 ks ¢
Total due: $203.20
Transfer 50, % of $406.39 = $202.20

Transfer Portion of Bill dialog box

2. Inthe Transfer To area, enter the ID of the client to whom you are transferring a portion of the bill.

Type the percentage or the total amount of the bill that is being transferred. Cornerstone calculates
the corresponding amount (percent or total).

Note: You cannot transfer a credit.

4. Click OK to save your changes.

Splitting Bills Between Partnerships

Users of Split Billing will likely be equine or large animal practices. In most cases, all activity for patients
at these practices is put on one invoice throughout the month. When the end-of-month process is run,

Cornerstone User’s Manual 211



Chapter 13: Maintaining Client Accounts and Payments

the invoices are marked as closed, and the totals are split between members of partnerships. Members
are sent a monthly statement with a list of all services performed in the past month.

Using the Spilit Billing Module

Using the Split Billing module will not change your usual process.

e You can start an invoice and leave the invoice open throughout the month, adding items as usual.

o When your end-of-month is run, Cornerstone automatically closes all applicable invoices. (Make
sure to select an Invoice Type that will be closed at the end of the month.)

e After end-of-month is run, the balance that the partnership owes the practice will be zero. The total
owed is now divided among each member according to the percentage assigned in the Partnership
Information window.

e Statements are generated for clients, including members of partnerships.

To split a bill immediately:

Occasionally, you may need to split a partnership bill before your next end-of-month process.
1. Post the partnership invoice.

2. On the Activities menu, select Split Partnership Invoices.

3. Enter arange of partnership IDs or press F2 to select partnerships from the Client List.

4. Highlight the invoice(s) to split and click OK.

Looking at the Partnership Details
Before End of Month (EOM) is run, any invoices display on the partnership account. After EOM
processing, any invoices are closed, and there is no balance on the partnership account. The total is

split and the amounts are divided among the individual member accounts based on the percentage set
up in the partnership account.

To see the original invoices under the partnership account, view voided invoices. Because the individual
members will pay the balances, buttons related to payments (Payment, Transfer, Write Off and Rtn Chk)
are not available from the partnership account. Cornerstone allows adjustments to be made to
partnership accounts, but use care when making adjustments.

Writing Off and Reinstating Accounts

Writing off a client account marks the client inactive and sets all of the client’s accounts receivable
balances to zero. The client alert Client Written Off warns you when you use this client.

If you resume business with the client, reinstating the account is a simple process. The client alert Client
Reinstated warns you that the client has been previously written off and then reinstated. The accounts
receivable balances are set to the client’s previous balance.

Before You Begin
> Make sure that all invoices for that client are closed.
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To write off an account:
1. Do one of the following:

e On the Patient Clipboard, select the client, and in the Client information area, click the Account

e With the client’s account history displayed in the Client Account window, click Write Off.
The Write Off Account dialog box appears.

Information tab. Right-click within the transactions table and select Write Off.

™ Write Off Account
Client information
ID: B173 Jill Hutchinzon write Off
Write off information

Comment: | Cannat locate]

Amaunt: $20.64

Write Off Account dialog box

2. Inthe Comment text box, document why you are writing off the account. The comment and the write
off appear in the Transaction Description column in the Client Account.

3. Click Write Off to save your changes.

Note: Clients with accounts that have been written off will not receive statements. Inactive clients
with an account balance will still receive statements.
To reinstate a written off account:

When reinstated, the client’s balance returns to the status it had prior to being written off. (The current
balance returns to Current, the 30 day balance returns to 30 day, and so on.) The Reinstate button
displays only on a client’s account that has been written off.

1. Do one of the following:

¢ On the Patient Clipboard, select the client and in the Client information area, click the Account

e With the client’s account history displayed in the Client Account window, click Reinstate.

Information tab. Right-click within the transactions table and select Reinstate.

The Reinstate Account dialog box appears.

™ Reinstate Account

Client information

ID: B173 Jill Hutchinzon
Reinstate Information

Camment: | |3 paying off accournt,

Amaunt: $20.64

Reinstate Account dialog box

2. Inthe Comment text box, document why you are reinstating the account. The comment appears in
the Transaction Description column in the Client Account.
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3. Click Reinstate to reinstate the client’s account, which adds the amount that was written off back to
the account balance.

To print a list of clients whose balances have been written off, print the Account Write Off Report by
Client ID or Client Last Name. (See “Chapter 22: End of Year Processing” in the Cornerstone
Administrator’s Manual for information.)

Recording Returned Checks
You should record all checks that do not clear the bank. In Cornerstone, recording a bad check adds the
amount of the check, plus any service charges, to the client’s accounts receivable balance.
Before You Begin
» Enter a service charge for returned checks in Account defaults (Controls > Defaults > Practice
and Workstation > select Account from the menu on the left).
To record a returned check:
1. Do one of the following:

e On the Patient Clipboard, select the client and in the Client information area, click the Account

e With the client’s account history displayed in the Client Account window, click Returned Check.

Information tab. Right-click within the transactions table and select Rtn Chk.

The Returned Check dialog box appears.

I® Returned Check
Cashier password
i AUD  Audrey Wenner
Client information
ID: 1795 walter & bary Allen

Check information
Date: |09/16/2009 |3
Check #: (1212 v
Amount: $48.95
Service charge: $20.00

[#]valid retumed check.
Account balance: $68.95

Returned Check dialog box

2. If your practice uses cashier passwords, enter your cashier password.
If necessary, change the date in the Date text box.

4. Type or select a check number in the Check # text box. If you select the check number,
Cornerstone automatically enters the amount of the check.

5. If the amount is blank or incorrect, type value of the returned check in the Amount text box.
6. If the service charge is incorrect, type the correct amount in the Service Charge text box.

7. Select the Valid Returned Check check box if this returned check should be assigned to the client.
This will cause an alert to display on the client’s record. (For example, if the returned check was a
result of a bank error, you may not want the alert to display on the client record.)

8. Click OK to save your changes.
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Note: If you pay your providers based on collected accounts receivable, you will have to select the
staff from whose totals the adjustment is made.

To print a list of returned checks, print the End of Month report Returned Check Summary. (See
“Chapter 21: End of Month Processing” in the Cornerstone Administrator's Manual for information.)

Viewing Invoice Detail from Client Accounts
Cornerstone allows you to view the invoice detail from client accounts. This timesaving feature prevents
you from having to retrieve the invoice manually. For example, if a client calls about a bill, you can easily
view the invoice to answer his or her questions.
To view invoice detail:
1. Do one of the following:

¢ On the Patient Clipboard, select the client and in the Client information area, click the Account

e With the client’s account history displayed in the Client Account window, highlight the invoice
line you want to view and click View.

Information tab. Right-click on an invoice and select View.

The invoice displays. Note that electronically signed invoices display the signature & icon.

2. Click Cancel to return to the previous window.
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Overview

The Daily Planner is a one-stop window, designed for busy doctors and technicians who want to view
information pertaining to the patients currently being seen at the practice. Only open patient cases

display on the Daily Planner.

From the Daily Planner, you can access:

e Scheduled appointments and no-show appointments

e Scheduled call backs

e Open laboratory requests, recently received results and laboratory call backs

e Checked-in patients

e Tentative medical notes

o Tentative correspondence
e The Patient Visit List (PVL)
e Open invoices

e Open physical exams/Patient Advisor* exams

Using the Daily Planner

To use the Daily Planner:
1. Do one of the following:

e Click the Daily Planner [+] toolbar button.

e On the Activities menu, select Daily Planner.

The Daily Planner window appears.

BEX

I® Daily Planner
Staff information
LP Leonard E. Aagard . DM i for all staff
Appointments | Call Backs Diagnostics Checked-In Medical Motes Corespondence Fatient Visit List Invoices Exams
Thurzday Thurzday
(@) ¥ [ 12/09/2010 | o) (W) to (e & | 12/09/2000 | ) (W)
Appointment D ate/Time | Cliert 1D | Client M ame: Patignt 1D | Patient Mame | ] |
Status | Reazon Faor Visit Room | Staff M ame |
12/9/201010:30 AM 1092 ‘waak, Robert 1803 Jack j
o Show Recheck O &elfrey Leonard E. Aagard . DY
12/9/201011:00 AM 2551 Cabe, Debbie 15208 Maolly J
Scheduled Mew Pet O &elfrey Leonard E. Aagard . DY
12/9/201012:00 PM £509 Jackson, Kevin 11728 Dally j
Scheduled D Aelfrey Leonard E. Aagard . DY
12/9/2010 01:00 P 1379 Dahlberg, Pat 2243 Lousa j
Scheduled Annual Exam-5 enior D &elfrey Leonard E. Aagard . Dy

Daily Planner window
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2. Inthe top-left Staff information area, the ID of the staff member logged in on this workstation
displays. To change the staff member, enter a different staff ID or press F2 to search for an select a
staff member from the Staff List. To view information for all practice staff, select the View for all staff
check box.

3. Choose from the following options:

e (lick the Appointments tab to view scheduled appointments and past due appointments for
the specified staff member and date range. The appointment date/time, client ID and name,
patient ID and name, appointment notes, appointment status, reason for visit, room and staff
name display.

Right-click on an appointment line to update appointment information, check a patient in, or
open the Patient Clipboard for the patient associated with the appointment.

e Click the Call Backs tab to view scheduled reminder call backs for the specified staff member
and date range. The client ID and name, patient ID and name, staff name, date, phone,
reminder item prompting the call back, and call back status display.

Right-click on a reminder call back to update the call back information on the Patient Reminders
window, delete a call back, add a note about the call back, change the due date of the call
back, or open the Patient Clipboard for the patient associated with the call back.

See “Viewing Call Backs on the Daily Planner” on page 64 for information on using the Call
Backs tab.

e (Click the Diagnostics tab to manage laboratory requests and results for the specified staff
member. You can view open laboratory requests and recently received results, post completed
results, and resolve any orphan or not-requested results. For completed and posted laboratory
results, you can generate a call back immediately or schedule a call back for a specific staff
member and date.

See “Working with Laboratory Call Backs on the Diagnostics Tab” on page 64 for information on
using the Diagnostics tab.

e (lick the Checked-In tab to view patients that are currently checked in for the specified staff
member. The client ID and name, patient ID and name, check-in date and time, reason for visit,
room, and staff name display.

Right-click a check-in record to update the check-in information, check out the patient, open the
Patient Clipboard for the selected patient, or open the Physical Exam/Patient Advisor* exam
window for the patient.

e (Click the Medical Notes tab to view non-finalized medical notes associated with the specified
staff member. This allows staff to see which medical notes still need to be reviewed and marked
as final. Medical notes flagged with an alert display with a bright red background.

Right-click on a medical note line to update the medical note, finalize an enhanced medical note
marked as Tentative, or open the Patient Clipboard for the patient associated with the medical
note.

¢ Click the Correspondence tab to view non-finalized correspondence documents associated
with the specified staff member. This allows staff to see which documents still need to be
reviewed and marked as final. The date, patient ID and name, client ID and name, document
description, and staff ID and name display.
Right-click on a document line to update the document, finalize a document marked as
Tentative, or open the Patient Clipboard for the patient associated with the document.
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¢ Click the Patient Visit List tab to view invoice items on the Patient Visit List. If a PVL contains an
invoice item associated with the specified staff member, the patient and associated PVL
information display on the tab. You can organize the PVL information in staff order (View by
staff option) or you can narrow the list of patients to those that have an invoice item associated
with a selected classification on the PVL (View by item classification option). You can also
select the Display blue comment line option to show the blue comment line associated with
each invoice item on a PVL.
Right-click on a patient line to access the Patient Visit List and make maodifications, open the
Patient Clipboard for the patient, or display (and optionally print) the Patient Visit List Report for
the patient.

e (Click the Invoices tab to view a list of open invoices. Invoices that have been saved but not
posted display on the tab. The date, client ID and name, invoice ID, amount, invoice type and
whether or not to close this invoice at end of month display.

Right-click on an invoice line to update the invoice information on the Client Invoice window or to
open the Patient Clipboard for the client associated with the invoice.

e (lick the Exams tab to view a list of open physical exams/Patient Advisor* exams (Patient
Advisor module only) associated with the specified staff member. The admitted date, patient ID
and name, client ID and name, staff ID, tech ID, and abnormals display. Right-click an exam line
to update the exam information or open the Patient Clipboard for the patient associated with the
exam.

4. To organize the information that displays in a specific tab, left-click the appropriate column header.

5. To display a list of available menu options for the selected tab, right-click on a line item within the
tab.

6. To update the Daily Planner to reflect current information, click the Refresh button or right-click
within a tab and select Refresh from the list of menu options.

7. When finished, click the Close button to exit the Daily Planner.
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This chapter covers the daily tasks for using Physical Exam and printing a Pet Health Report Card from
Cornerstone. For information on the steps required to set up Physical Exam and Pet Health Report Card,
see “Chapter 15: Setting Up Physical Exam and Pet Health Report Card” in the Cornerstone

Administrator’'s Manual.

Overview

The Physical Exam feature allows you to:

e Quickly and easily record body system observations and comments while the patient is being

examined

o Use one of several standard body system templates to record your observations

e Print a Pet Health Report Card when the exam is complete

e Store a record of the physical exam in the patient’s history

On the Physical Exam window, the Observations tab’s right-click options allow you to easily select a
status (Normal, Abnormal or Did Not Examine), add or remove a body system on the exam (Systems

option), or add multiple lines of alternative observation text (Update option).

# Physical Exam - Kimberly Adams with Barksalot

=)

X

Patient information

9'%'rs. 10 Mos.

Sypstem template; | Adult Canine

ID: BE32 Barkzalat it 1141572010 (2

Rietiever, Labrador Mix Meutered Male

Exam information

£
) e Rielease: D0/00/0000 (4] Tech: |(Nane]

Observations

o]

Staff. | Corrin Schulze, D v

Paost
Save

Cancel

Eyes
[Mormal]

Ears
[Abrarmal]

Mouth and Teeth
[Mormal]

Abdomen and Abdominal
Organs
[Mormal]

Rectum & Anal Glands
[Mormal]

FRespiratory

Eves are bright and clear. The comea, sclera, conjunctiva and epelids are intact and
healthy. The lens iz transparent and the iris haz a natural color and texture. The pupils are
narmally rezponzive to light. Vision appears nomal.

rWax with yellow, greasy debris is present. This is typical of ceruminous otitis [excessive wax |g
production associated with inflammation of the ear canals).

Mormal

The gums and the insides of the cheeks appear sound and healthy. The tongue | v &bnarmal
palate, and pharynx have a healthy color and appearance. The teeth appear e pid ot Examine
and propery aligned. There i no significant accurnulation of tarkar,

The abdomen has a healthy conformation and iz free of painful areas. The intem ¥ Print
palpated, including the kidneys and loops of intestines had normal sizes, location Syst
conzistency. Mo abnomalities were detected. WSLEMS. ..

Update, ..

Fespiration iz normal. Each part of the lungs sounds clear and healthy and your dog has a |8

Prrint

Mote

Pl e

Physical Exam window with right-click options

Note: If you have installed the Patient Advisor* module, “Patient Advisor Exam” will display in place of

“Physical Exam” in several areas throughout Cornerstone (Practice and Workstation defaults, right-click
menu on the Patient Clipboard*, Activities menu, window title bars, etc.). See the Patient Advisor online
Help for more information on setting up and using Patient Advisor.

The Pet Health Report Card provides details of the physical exam and can be set up to print
automatically when a physical exam is saved or posted. On the report card, each body system can be
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marked as Normal, Abnormal or Not Examined. You can also print abnormal results in red and include a
pet picture, if applicable.

52010 THE ANIMAL MEDICAL CENTER Page1of2
Pet Health Report Card

ClientID:1 Patient ID: gga2

Adams, Kimberly Patient Name: Barksalot

7965 West 172 Terrace Species: Caning

Breed: Retrigver, Labrador Mix

Eau Claire, WI 54703 Weight: 45.4 pounds

(715) 681-2605 Birthday: 12/16/2000

Exam Date: 11/15/2010 Sex: Neutered Male

Staff: Corrin Schulze, DVM Technician: (None)
App e, Weight, Temp (Normal)

t\}‘pretgddog is bright, alert, and responsive. It has good body conformation with normal weight and muscle mass for age and

Eyes: (Normal)

Eyes are bright and clear. The cornea, sclera, conjunctiva and eyelids are intact and healthy. The lens is transparent and
the iris has a natural color and texture. The pupils are normally responsive to light. Vision appears normal.

EARS: (ABNORMAL)
Wax with yzllow, greasy debris is present. This is typical of ceruminous ofitis (excessive wax production associated with
inflammation of the ear canals).

MOUTH AND TEETH: (ABNORMAL)
Excessive dental plague: a component of periodontal disease. Dental prophylaxis is recommended to prevent loss of teeth.

11/15/2010 1:20 PM Staff: CS
Weri?ht : 45.4 pounds
Dental Score 3 - Moderate

Abdomen and Abdominal Organs: (Normal)
The abdomen has a healthy conformation and is free of painful areas. The internal organs palpated, including the kidneys
and loops of intestines had normal sizes, location, and consistency. No abnormalities were detected.

Rectum & Anal Glands: (Normal)

Respiratory: (Normal)
Respiration is normal. Each part of the lungs sounds clear and healthy and your dog has a normal breathing rate and
depth. Also, your dog's nose is normally cool and moist and its trachea (windpipe) is of normal size and sensitivity for the

PoNUCGI g L e gatmbe e e tn ok g e e i g

Sample Pet Health Report Card

Before You Begin

e  Set default print options for the Pet Health Report Card (Controls > Defaults > Practice and
Workstation > select Physical Exam from the menu on the left).

e If desired, create or update observation text for body systems (Lists > Physical Exam > Physical
Exam Setup).

e If desired, add or change the Physical Exam system templates (Lists > Physical Exam > System
Templates).

Starting the Exam and Selecting a System Template

To start the exam and select a system template:

1. With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the
patient’s name and select Physical Exam. (Alternatively, you can click the Physical Exam #
toolbar button and select a patient.)

The Patient Exam List appears.
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™ Patient Exam List

Patient information

1D: 22813 2%re. B Moz, 24 pounds =
Mame: Bandit HUSEY Mewter
Admitted Releazed Statug Staff | Select
342342007 342372007 Closed Halbleib, Becky
2/9/2007 2/9/2007  Closed Wander Pal, Evelyn

Patient Exam List

2. Do one of the following:

e [fthisis a new exam, click New.

e Ifthisis an open or closed exam for which you want to enter recheck information, click

Recheck. You may want to perform a recheck if a patient returns to have bandages changed or
additional x-rays taken, etc.

Note: The recheck option creates a copy of the original exam record to which you can add your

observations. This exam record is labeled as a recheck exam. Both the original and recheck

exam are saved in patient history.

e To modify information on an open exam, on the Patient Exam List, click the open exam that you
want to modify and click Select.

The Physical Exam window opens.

& Physical Exam - Kimberly Adams with Barksalot

€]
X

Patient information
o ID: 632

9%rs 10 Mos.

System template: | Adult Canine

Earksalot

Retriever, Labrador Mix Neutered Male

Exam information
Admit;|11/15/2010 §

Fielease; 00/00/0000 ¢

45.4 pounds

Observations

Staff: | Corin Schulze, DM
Tech: |[Mone]

Post
Save

Cancel

Presenting Complaint -
Historp
[Mormal)

Eyes

Histary:
Frirmary complaint:
Haz pour pet ever had a vaccine reaction?
|+ your pet allergic to any medications that vou are aware of ?
Iy coughing or sheezing?
tny womiting or diarrhea?
try change in appetite or thirst?
lany observed lumps/bumps?
lany observed scratching/licking?
try observed soreness or stiffness after resting or exercise?
lany change in outside habitz/literbox habits?
try observed change in weight?
Iy ohzerved behavior changes?
hat diet are you feeding?
How much?
Iy medications they currently taking and dozages?

hat are you currently using for home dental care for your pet?

Eves are bright and clear. The comea, sclera, coniunctiva and evelids are intact and

o

Frint

P e

Hote

Physical Exam window

In the Admit field, press TAB to accept the current date or enter a different date.

4. Inthe remaining text boxes in the Exam information area:

a. Enter the release date, if known.

b. Select the staff responsible for the physical exam and the technician, if applicable.
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5. If necessary, click the Vital Signs/Weight button in the top-left Patient information area to
update the patient’s weight and other vital signs, if applicable. See “Creating a Vital Signs Set for a
Patient” on page 233 for information on recording vital signs for a patient.

Note: The button displays in red/yellow as an alert if at least one vital sign (other than weight
and body score) has not been entered for the patient within the past 10 days.

6. Select the Observations tab to review the default physical exam System template. If the system
template has been linked to a specific species, that template displays. If necessary, select a
different system template from the drop-down list.

Changing the Systems Included in the Physical Exam
During a physical exam, if necessary you can add or remove body systems to be printed on the Pet
Health Report Card. This updates the systems for the currently open exam only—the system template
will not be changed.

1. With a patient’s exam open in the Physical Exam window, right-click anywhere within the
observations text and select Systems. The Exam Wizard - System Templates window appears.

I® Exam Wizard - System Templates

System template: | Adult Ed

The following systems have been selected. |f you'd like, you can chooze which systems

should print, set the status, and change the order.
 Histary Mormal o |
W [Appearance, Weight, Temperature Mormal w
w |Temperature Pulse Respiration Mormal w
W |Eves Mormal v
W |Ears Mormal o
¥ |Maouth and Testh Marmal v
w |Respiratory Mormal .
 |Cardicvascular Mormal .
 [Abdomen and Abdominal Organs Mormal .
|G astrointestinal Mormal v
¥ |Skin and Hair Coat Mormal v
¥ [Muzculoskeletal Mormal v

.v.
Page af 2 New >> | [ Fiish |

Exam Wizard - System Templates window

2. Inthe list of systems, those systems with a check mark in the gray box to the left of the system name
will print on the Pet Health Report Card. Click the gray boxes as needed to add or remove systems
from the selection list.

3. To change the status of a system, select Normal, Abnormal or Did Not Examine from the
applicable drop-down list in the right column.

4. To change the order of the systems, click on a system and then click the @ or E] arrow button to
move it within the list.

5. When you are finished, click Finish to save your changes for this physical exam.

Modifying Observation Text on the Physical Exam

The standard observations display based on the selected system template. During the physical exam,
you can change the observation status and text to reflect the results of the exam.
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To change the observation status:

» Right-click on the observation and select the applicable status—Normal, Abnormal or Did not
Examine. The observation text will change to the default text set up for that status.

To change the observation text:

1. To select a different set of preloaded observation text, highlight the existing text and press DELETE
on the keyboard.

2. Click the magnifying glass H icon to the right of the text box. The Observation List dialog box
displays a list of alternative observation text options.

™ Observation List

Eves are bright, clear. and free of discharge. Externally the comea, sclera, and conjunctiva . Select
Eves are bright and clear. The comea, sclera, conjunctiva and eyelids are intact and health
Cancel

( 11l )

Observation List dialog box

3. Highlight the observation text to use and click Select. The selected observation text displays in the
text box.

4. To edit the observation text, position the cursor where you want to edit text and type or change the
text as needed.
To add multiple lines of observation text:

1. With a patient’s exam open in the Physical Exam window, right-click anywhere within the
observations text and select Update. The Exam Wizard - System window appears.

2. Select the applicable system and status, and then click Search. The Observations List window

appears.
™ Observations List
Observation information
System:  Mouth and Testh [v]  Spesies |CANINE [v] ok
Type: Abromal v Cancel

Observation text

Braken toath or teeth.

1=
o
=

Broken toath or teeth. i
Dental Diseaze Grade |: There is tartar beginning to accumulate on the teeth. Home care or a dent.
Dental Diseaze Grade |I: There iz plaque and calculus on the teeth that extends below the gum line Clear
Dental Diseaze Grade |Il/Perodontitis: Severe dental tartar has caused inflammation of the gums [gi' | -
Dental Disease Grade [V/Periodontitis: Severe dental tartar, inflammation, and infection. The gums
Fractured carnasial tooth [the largest molar).

>

Add

Braken toath or teeth.

Observations List window
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In the Observation text area, in the middle box listing the available observation text lines, highlight a
text line to use and click Add. The text line displays in the bottom box containing all added lines of
observation text.

Repeat the previous step until all applicable text lines have been added, and then click OK.

Click Finish to return to the Physical Exam window.

Inserting Vital Signs Information Within an Observation

If you previously set up certain Physical Exam body systems as “vital sign systems,” a Vital
Signs/Weight @ icon will display next to those systems on the exam Observations tab. You can click
the Vital Signs/Weight icon and select vital signs to be included as text lines within the observation text
that prints on the Pet Health Report Card.

Vital signs
information
within the
observation
text

See “Chapter 15: Setting Up Physical Exam and Pet Health Report Card” in the Cornerstone
Administrator’s Manual for information on setting up body systems as vital sign systems.

# Physical Exam - Anna Kent with Oliver =)o

Patient information Exam information

" - . Post

ID: 138855 Dliver it 0740772010 (] Staff: [Mark J. Fiala DVM v =
4%z, 11 Mos. 45 pounds .. L

5 & Feleage: 07/07/2010 (4 Tech: |[Mone) [»] Save

BULLDOG, ENGLISH Male

Cloze
Observations

System template; | Adult hd
Eyes Eyes are bright and clear. The comea, sclera, conjunctiva and eyelids are intact and _’\. FErint
[Marmal] healthy. The lens is transparent and the inis has a natural color and texture,

Mote
Ears The ear canals appear nommal and healthy. There is no significant accumulation of wax or —
[Marmal] debris.

ulukddld

Weight icon

Respiratory Fespiration iz normal. The lungs sound clear and healthy.
[Mormal)
Cardiovascular The heart sounds strong and healthy. There are no LIS [abnormal zounds) or imegular ™

[y pe—_—"} elaiblree bmed <k Hoin b Lok ek e mmancinbmand b asmibernmant Lo el

Mouth and Teeth [ental Diseaze Grade |I: There iz plaque and calculus on the teeth that extends below the p . .
[&bnarmal) f s is ecommended to prevent loss of teeth, | Vital SlgnS/
(?H?QD‘ID 115 PM Staff: Mw !

eight . 45 pounds
Dental Score : 3 - Moderatd

Body system observation with Vital Signs/Weight icon

To insert vital signs information within an observation:

IMPORTANT: If you need to change the Normal/Abnormal/Did Not Examine status, change the status
first, before selecting vital signs information to include in the observation. If you add vital signs
information to the observation text and then change the Normal/Abnormal/Did Not Examine status, the
observation text and vital signs information will be overwritten with the text for the newly selected status.

1.

For any system previously set up as a “vital signs system,” click to place your cursor in the desired
position within the system’s observation text (where you want to insert the vital signs information),
and then click the Vital Signs/Weight EE|icon located to the right of the observation text.

The Vital Signs selection window appears. (See “About the Vital Signs Selection Window” on page
236 for information.)
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I Vital Signs
Client ID: Kent, Anna
Patient 1D: Oliver 5 ¥rs. 0 Mos. CANINE BULLDOG, ENGLISH Male White
hide voided records ity gl iy
vital Signs 07/07/10 08/17/10
01:15 PM 05:04 PM
[] select all signs Staff: MW Staff: MW
Date 9/28/2010 Time 08:39 AM
Waight

[V]weight 45.0 pounds 45.0 pounds 45.2 pounds ¥ | [Normal W | |enter comment

[v|Body5 3 - Optimal

[v|Temp 99,2

[v]Pulse 80.0

[¥|Resp 48,0

[v]Muc Pink

[v]cap <2 sec

[v]Bp 105

[v|Dental 3 - Moderate 3 - Moderate

[v]Pain 0

[(Jeut

Vital Signs selection window

2. If desired, add a new vital signs set and/or make changes to an existing set (if still within the allowed
timeframe for editing). When finished with any additions or edits, click OK to save your changes and
then enter or select the staff ID.

3. Inthe Vital Signs column (left column), click the check box next to each vital sign to include in the
observation text. To quickly select all vital signs for inclusion, click the select all signs check box.

4. In the date/time/staff column headers, select the check box for each vital signs set to include.
(Cornerstone automatically selects check boxes for the most recent five sets entered since the time
of the patient’s last check in. If you add a new set in this window, it will include the new set in
addition to the five most recent sets.)

5. When you have finished selecting the vital signs to include in the observation text, click OK.

The selected vital signs are added in the location of the cursor within the observation text box, along
with the staff and date/time each vital signs set was created.

Adding Exam Notes
Use exam notes to save internal comments about the exam. Notes are saved in patient history with the
exam but do not print on the exam.

To add exam notes:
1. With a patient’s exam open in the Physical Exam window, click the Note button.
2. Type the note and click OK.

The exam note can be modified on an open or new exam and viewed on a closed exam.

Saving or Posting the Exam
You can save or post the exam so it is included in the patient’s history.
e If you Save an exam, you can return to it later to make changes. A saved exam is considered open.
o Ifyou Post an exam, the exam is saved in the patient’s medical history and is considered closed.
After an exam is posted, it cannot be modified.
To save or post an exam:
1. With a patient’s exam open in the Physical Exam window, click Save to save the exam or Post to

post the exam. The Physical Exam dialog box appears, displaying the Pet health report card — print
information options.
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™ Physical Exam

Pet health report card - print information

Print # copies: =)

Meszage: | 5aturday hours |

EXCITING NEWS... NOW DPEMN FOR APPOINTMENTS DN
SATURDAYS FROM BAM-12PM!

Help

Physical Exam — Pet Health Report Card print options

2. To print the Pet Health Report Card at this time, select the Print check box and specify the number

of copies to print.

If necessary, change the footer message to print on the report card.

4. Click Save or Post.

Printing the Pet Health Report Card

1. With a patient’s exam open in the Physical Exam window, click Print. The Physical Exam dialog box
appears, displaying the Pet health report card — print information options.

2. Select the Print check box and specify the number of copies to print.

If necessary, change the footer message to print on the report card.

4. Do one of the following:

e To print the report card immediately without viewing it first, click Print.

e To view the report card before printing, click Preview. From the preview window you can click
Print to print the report card or click Save As to save the report card data to a file.

Viewing Physical Exams in History

Physical exams are stored in patient history and can be viewed anywhere you can view patient history,
such as the Patient Clipboard. Look for the Physical Exam g icon.

I Dortland, Mike and Kathrynn - Patient Clipboard M=
Client Patient list

Client ID: 22813 | Mike and Kathyrn Dertland Pet Owner Hame | Species Breed [ gex |
Patient | Balance Dus $0.00 Cash/Care Credit Total Patlents: 1 Bandit CANINE HUSKY Neuter
Search| (715)206:0365  [(Home) Ative Patients: 1

Client information Patient information

L AR M) EAFNETE N A s

Mike and Kathiynn Dottland Status: Active (0 2213

1411 East Canter Strast Dlass: Pt Drier Mame:  Band!

Status: Active
Refered: 0 clisnts Class: House Pet Sex Neuter
Eau Claire, ]
com Bitthdate: 12/21/2008 Breed: HUSKY
2'rs. 8 Mos. Color: BlackAwhite
24 pounds Markings:
Home Practice: AMC Whard Cage
Summary | Text | Problems | Dx | P | MedicalMotes | Lab | vital Signs Ful Size Yiew
Date | Staff \ Histary

2502007 | Eve  5.00 TABLET of Metonidazole 250mg (15222) Fix #: 105027 O of O Refils

292007 || EVE  Healthy Puppy Finsl

2/502007  [H| EvE  Fecal Evam- Closed Feb 1042007

Q200 &= _cuc 150 TARLET of Drcetal Dl 199000 Bt 1050200 oF 0 Dl

2/92000  Z| EVE  Healthy Puppy 1 Abnomallsh Abdomen and Abdominal Organs l

720 T TUPRD 1133 Tvad 10 Vasemalans, Wit TInging i s TeCal Sample Rme— FTaciee;

292000 6.5 pounds

2/502007  [f| EvE  1.50 TABLET of Drontal Plus 22.7mg (13900) for $13.60 by DIE

2/92007  [§il EVE 1.0 Fesal Exam (5250 for $21.41 by DIE

292000 [H| EvE  1.00WELLNESS EXAM [2361) for $43.00 by DIE

2/92007  [§i] EvE  1.00EACH of DHPP- COROMA FIRST VAC [1308] for $16.16 by DIE

Flaws 55 to 75 of 78

[ Goto Date H Prirt Histary ” Preview ] [[]Hide Wwhitehoard Notes [“]Hide voided items

Physical Exam shown in patient history on the Patient Clipboard
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Physical Exam Reports
To access Physical Exam reports:
1. On the Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of Physical Exam to expand the list of Physical
Exam reports.

I® Report Search [Z]@
Search
Reports 370 shewn OpEN Physical Exam Report
expand all [] ® Hids locked raports
Reparts Report fields
-Appointment  Patient ID
~Boarding .
Cliant - Patient Name
~Compliance - Client ID
-End of Day - Client Name
“End of Manth - Staff ID
~End of Year - Staff Name
~Equine - Admitted Date

~Inventary
~Invoice Item
~Lab

~Patient

Peiformance Tracker

Physical Exam

Observations Report

Physical Exam Report

Physical Exam System Setup Report
i -System Template Setup Report

Practice
Praseription
Referral

Snapshot

- Total Open Exams

Description: Lists all patients with open exams in admission date order. Use this report to
review the open exams and determine if a recheck exam is necessary or if the exam should
be posted

Open Physical Exam Report
Sorted by Date Admitted
From 1/23/2009 1o 10/6/2000

N

Patient Patient Client  Client Staff  Staff
D Hame D Name e D Mame

Admitted: 01232009

staff

Physical Exam reports

Note: If you have installed the Patient Advisor* module, the Patient Advisor report group will display in
place of the Physical Exam group.

Open Physical Exam Report

The Open Physical Exam Report lists all patients with open exams in admission date order. You can use
this report to review the open exams and determine if a recheck exam is necessary or if the exam should
be posted.

Reports for Managing Physical Exams

Several additional Physical Exam reports help you manage your observation text and templates.
e (Observations Report

e Physical Exam System Setup Report

e System Template Setup Report
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This chapter covers the daily usage tasks for Vital signs/Weight features in Cornerstone . For information
on the steps required to set up the Vital Signs List for your practice, see “Chapter 16: Setting Up Vital
Signs/Weight” in the Cornerstone Administrator’s Manual.

Using the Vital Signs/Weight features in the Cornerstone* Practice Management System, you can view,
add, edit and graph vital signs for a patient. You can also include vital signs information in medical notes
and on Pet Health Report Cards created using Physical Exam/Patient Advisor* Exam.

Accessing Vital Signs for a Patient

One of the fastest ways to access vital signs for a patient is to click the Vital Signs/Weight button
that displays on many windows throughout Cornerstone (Patient Clipboard*, Cornerstone Editor,
Physical Exam/Patient Advisor Exam, Whiteboard Patient Treatments and Patient Orders windows,
Patient Visit List, etc.).

Note: The button displays in red/yellow as an alert if at least one vital sign (other than weight and
body score) has not been entered for the patient within the past 10 days.
Other ways to access vital signs for a patient:

¢ On the Patient Clipboard, click the Vital Signs tab in the Patient History area. You can view vital
signs directly on the tab and use the right-click menu to access other options (Add new,
Update/View or Void).

e On the Patient Clipboard, in the Patient list area, right-click the patient name and select Vital
Signs/Weight.

o Click the Vital Signs/Weight H| toolbar button.
e Onthe Activities menu, select Vital Signs/Weight.
e Process an Update Vital Signs special action.

When you access the Vital Signs/Weight feature using any of these methods, the weight entry dialog box
appears. The weight entry dialog box allows you to enter the patient weight and, if desired, click the add
more Vital signs link to open the full Vital Signs entry and viewing window.

I 5615 - Pinny (==

Patient information

ID: 5615 Pinry 7 e 0 Mos. Fietriever, Labrado
Weight entry

Date: 03/02/2011 (&) Time: 0930 A4 Staff: |
Weight: .00 | pounds v Mormal v .
add more ¥ital signs c_IICK t? open- the
) Vital Signs window

Note: If the Vital Signs/Weight feature is accessed from the Electronic Whiteboard, the Patient Orders
window or the Patient Treatments window, Cornerstone displays the full Vital Signs entry and viewing
window instead of the weight entry dialog box.
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About the Vital Signs Window
The Vital Signs window provides one central location to review historical vital signs for a patient, and
allows you to more easily identify changes in a patient’s health through comparative trending and

graphing.
‘Vital Signs’
‘Create new Vital
column
Signs set’ column
I vital Signs =)=
Client ID: Hollister, J=ff @__ Refresh
Patient 1Dt Hank 5 ¥rs, 0 Mas, Feline Shorthair, Domestic Neutered Male Yellow & White button
Hide voided — [“] hide voided radords
records Vital Signs 2/1/11 2/7/11 2/7/11 Today
02:50 PM 03:49 PM 04:53 PM 08:16 AM
staff: €5 staff: cs staff: Cs staff: €S
Weight |# 8.5 paunds 8.5 pounds anter Weight
BodyScore5 7/~ 3 - Optimal enter BodyScoreS
Temp IPSEER: 53.8 33.8 33.8 enter Temp
Pulse |#l210.0 H El1e0.0 H El180.0 H [E]is0.0 entsr Pulse
Graph Re=pr {4150 H Elzs.0 H Ez0.0 H Ez0.0 =
Muc Memb 2 PalefAnzmic A ElPink/Healthy Pink/Healthy Pink/Healthy [E=
button Cap Refill 2 2-4 sec L 2-4 sec El2-4 sec 2-4 sec e
Pain Scale 244 4 - Extrerme L H 2 - Mild Pain H B2 - Mild Pain H B - Ho visibl.. [E]=
Dental 2 enter Dental
BP enter BP
Appetite 2 anter Appatite
Urine Outp 2 enter Urine Outp
} Feces 2 enter Feces
Inactive Gut Sounds (I) 2/~ inactive
vital sign Red Comments
113 LA H -
2” link abnormal icon
indicator

There are 4 sets of Vital Signs for this patient.

Vital Signs window

The Vital Signs window includes the following fields and options:

Field/Option Description

“Vital Signs’ column (static Displays Weight and all other vital signs activated in Vital Sign Setup.

left column)

Allows you to add a new set of vital signs for a patient. See “The expanded

‘Create new Vital Signs set’ TR e ‘ .
‘Create new Vital Signs set’ column” on page 232 for more information.

column (right column)

When selected, voided vital signs sets (columns) do not display on the
Vital Signs window.

Hide voided records

For Numeric and Numeric List vital signs, click this button to view the
patient data in a graph and optionally print the graph. See “Graphing Vital
Signs for a Patient” on page 235 for more information.

Graph #* button

Inactive vital signs are listed on the Vital Signs window only if that patient
has historic values for that vital sign. Inactive vital signs are marked with an
"(1)" in the Vital Signs column.

Inactive (I) vital sign

For Alphanumeric List and Numeric List vital signs, click this link to view

“?” link
- the list values and their extended descriptions, if any exist.

Cornerstone User’s Manual 230



Field/Option

Red abnormal indicator

Comments [ icon

Refresh button

When working within the Vital Signs window, note the following:

o A set of vital signs for a patient is a group of vital sign
entries that belong to the same date/time/staff (provided in

the column header).

e Avital sign entry is an individual vital sign value—one cell

within the vital signs set.

Notes:

Description

Chapter 16: Recording Vital Signs/Weight Information

Abnormal vital sign entries — those marked as High (H), Low (L) or
Abnormal (A) — display in bold red text.

Displays when a comment is associated with the entry. Hover the cursor
over the icon to view the comment text.

After vital signs have been saved for a patient (at this workstation or
elsewhere in the practice), click this button to ensure you are viewing the
most recent data for the patient.

P —

'07;’09;"10 07/12/10 07/13/10
11:10 AM 01:20 PM 02:16 PM
Staff: MW Staff: MW Staff: MW
9.0 pounds 5.9 pounds 8.9 pounds en
3 - Optimal en
99.4 en
H Blz4.0 emr
H Bl1s.0 emr
Pink en
H ED en
en
en
no
Vital sign
Set of vital entry
signs

e The Vital Signs window displays only active vital signs as assigned in Vital Sign Setup (select Lists
> Vital Signs/Weight). Until you've completed the Vital Sign List setup, Weight is the only vital sign

that will appear on the Vital Signs window.

e For the Vital Signs display order, Weight is always on top (and if there is an active Body Score vital
sign, it appears below Weight). The order of other vital signs can be specified during setup (select

Lists > Vital Signs/Weight > click the Set Order button).

e You can resize the Vital Signs window to optimize the display for your workstation, and the defined
window size will be remembered on that workstation. (Note: Resizing capability is not available when
accessing the window via the Patient Clipboard right-click menu.)
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The expanded ‘Create new Vital Signs set’ column

The Vital Signs window Create new Vital Signs set column makes it easy to quickly enter a set of vital
signs for a patient. The fields available in this column mirror the Vital Sign List settings you configured for
the practice during setup.

I® vital Signs

=%

Client ID:

Patient 1D

Hollister, Jeff

Hank 5 ¥rs. 0 Mos, Feline Shaorthair, Domestic Neutered Male Yellow & White

hide voided records “Z” link | Ok Cancel ]
|
Yital Signs 2/7/11 2/7/11 Today
03:49 PM 04:53 PM 08:16 AM
Staff: CS Staff: CS Staff: €S
Date 2812011 Tithe [12:53 PM Date/Time
Weight |~ 8.5 pounds 8.5 pounds cell
Body Score (1-5)
BodyScore5 2~ 3 - Optimal select ¥ |2 |Hormal ¥ | |enter comment Enter
Temp |#~l90.8 29.8 29.8 Jselect | comment
Pulse |#~180.0 H Elis0.0 H El150.0 ; . _Er:ac‘ate‘j
- Thin

Resp |e~l3s.0 H Elz0.0 H E]z0.0 B el

Muc Memb 2 Pink/Healthy Pink/Healthy Pink/Healthy B4 . querueight ‘ ,

Cap Refill 2 2-4 sec Elz-4 sec 2-4 sec 5 - Obesze Normal

Pain Scale 2~ 2 - Mild Pain H Bz - mild Pain H Bl1 - vo visibl... Fenter Pain scale A

Dental 2|~ enter Dental drop down list

BP enter BP

Appetite 2|~ anter Appetite

Urine Outp 2 enter Urine Outp

Feces 2 Text entry box

Gut Sounds 2 cies

or drop-down
list
None for
species

There are 4 sets of Vital Signs for this patient.

Expanded ‘Create new Vital Signs set’ column on the Vital Signs window

The Create new Vital Signs set column includes the following fields and options:

Field/Option
Date/Time cell

Text entry box or drop-down

selection list

“2!! Iink

‘Normal’ drop-down list

Enter comment

None for species

Cornerstone User’s Manual

Description

This cell expands automatically when any other Create new... vital sign entry
cell is selected. The Date and Time fields are required for each set of vital
signs and default to the server date and time. Note that you cannot enter a
date/time that is in the future or greater than 10 days old.

Depending on the vital sign type (Alphanumeric, Numeric List, etc.), the data
entry/selection field may appear as a text box or a drop-down list.

For Alphanumeric List and Numeric List vital signs, click this link to view the list
values and their extended descriptions, if any exist.

If the vital sign value is abnormal for this patient, alert staff by selecting High,
Low or Abnormal from the drop-down list. A selection other than Normal will
cause the value to display in bold red, along with an H, L, or A designation.

Type vital sign comments in the text box as needed (maximum of 30
characters). The [F] icon displays for an entry if a comment is associated with
it.

Displays in a cell if the species has not been associated with a list for that vital
sign. (To add the species to a list: Select Lists > Vital Signs/Weight, double-
click the vital sign, select a list and then select the applicable species to
associate with the list.)
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Creating a Vital Signs Set for a Patient
IMPORTANT: Make sure your practice’s Vital Sign List has been finalized before you begin entering vital
signs for patients. For list-type vital signs, once a vital sign has been entered for a patient, you will no
longer be able to make changes to the list values or the species associated with a list (although you can
still add species to an existing list). See “Chapter 16: Setting Up Vital Signs/Weight” in the Cornerstone
Administrator’s Manual for information on setting up your practice’s Vital Sign List.

To add a set of vital signs for a patient:

1.

Open the Vital Signs window for the patient. (See “Accessing Vital Signs for a Patient” on page 229
for information.)

Expand the Create new Vital Signs set column (right column) by doing one of the following:
e Double-click on any vital sign in the Create new... column.

e Tabinto the Create new... column. With the focus on the desired cell, press ENTER or
SPACEBAR.

¢ Right-click in the Create new... column and select Create a new set.

Tip: To move through the Create new Vital Signs set column using the mouse, simply click in the
desired cell/field. To move through the column using the keyboard, tab into a cell to place focus on
it, and then press ENTER or SPACEBAR to expand the cell. Once expanded, press TAB to move
from field to field within a cell.

Note: If you have designated certain list values as defaults, these default values will be selected
automatically when you click or tab into their associated fields. For this reason, you should review
each field to ensure a default list value is not mistakenly selected for a patient.

If necessary, you can change the date/time associated with this vital signs set (the Date and Time
fields default to the server date and time):

¢ Inthe Date field, enter a new date by typing the date or clicking the drop-down arrow to select
the date from a calendar. Press TAB.

e Inthe Time field, type a new time and press TAB.

Note: The “editable” timeframe for making changes to a vital signs set is based on the server
date/time when a vital signs set is created, which is not necessarily the date/time entered by the
staff member. See “Vital Sign Editing Rules” on page 234 for more information.

In the Create new... column entry cells, record vital signs as applicable for this patient.
e If needed, click the “?” link to view detailed descriptions of available list values.

e Ifthis is an abnormal entry, use the Normal drop-down list to mark this vital sign as High, Low
or Abnormal.

¢ Toadd a comment about the entry (e.g., Panting, In pain, Scared, etc.), type in the enter
comment text box (maximum 30 characters).

Tip: For Alphanumeric entries (free-form text entry), note that only a small number of characters will
display in the column when the vital signs set is viewed later in history, so it is best to type
abbreviated text that's meaningful at a glance.

If desired, you can graph a Numeric or Numeric List vital sign by clicking its Graph |#* button. See
“Graphing Vital Signs for a Patient” on page 235 for more information.

When you are finished, click OK. A Staff Selection dialog box appears.
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Enter the ID of the staff member entering vital signs for this patient by typing the ID or selecting the
staff from the drop-down list. Click OK. The vital signs set is saved for the patient.

After vital signs have been saved for a patient (at this workstation or elsewhere in the practice), you
can click Refresh as needed to ensure you are viewing the most recent data for the patient.

To exit the Vital Signs window, click the Close button in the upper-right corner of the window.

Vital Sign Editing Rules
When editing an existing vital signs set, the key timeframes to remember are 24 hours and 10 days:

If the vital signs set was created within the last 24 hours, you are allowed to add values to blank vital
signs and to edit existing entries (occupied cells) within the set.

If the vital signs set is older than 24 hours but created within the last 10 days, you may only add
values to blank vital signs. No editing of existing entries is allowed.

If the vital signs set was created over 10 days ago, no entries or edits are allowed. (Note: If the vital
signs set is invalid, it can be voided. See “Voiding a Vital Signs Set” on page 235 for information.)

IMPORTANT: The “editable” timeframe is based on the server date/time when a vital signs set is
created, which is not necessarily the date/time entered by the staff member.

Within 24 hours More than 24 Within 10 days More than 10

TASK of initial vital hours after initial = of initial vital days after initial
signs set vital signs set signs set vital signs set
creation creation creation creation

Add a new vital sign entry (blank

cell) within an existing set Yes Yes Yes Not allowed

Edit a vital sign entry (occupied

cell) within an existing set Yes Not allowed Not allowed Not allowed

Notes:

Separate security permissions must be granted for each level of vital signs adding/editing.
You cannot add or edit entries for a vital sign if it is inactive.

In the most recent set of vital signs, blank entry cells that are still within the 24-hour adding/editing
timeframe appear with a light yellow background.

If a patient already has a set of vital signs for today and you elect to create another set, Cornerstone
verifies that you really want to create another set (versus edit the existing set). This is a common
scenario if your practice work flow is to record the weight in reception (requiring you to create a set)
and then record other vital signs later in the exam room. Note that after two sets have been added
for a patient in one day, the verification message will not continue to appear for that patient.

To expand an existing vital signs set for editing:

>

Do one of the following:
e Double-click in the entry cell you want to add a value to or edit.
e Tabinto the entry cell you want to add a value to or edit, and then press ENTER or SPACEBAR.

e Right-click in the vital signs set (column) and select Update.
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Graphing Vital Signs for a Patient
You can graph a patient’s historic and current vital sign data for one vital sign at a time for Numeric and
Numeric List vital signs. Graphs can be printed and provided to clients as a helpful visual to show weight
trends or other changes in their pet’s health over time.

2" Pain Scale Graph
Pain Scale graph for patient: Hank
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Vital signs graph

The graph displays data from up to 10 of the most recent vital signs sets. The Numeric or Numeric List
values display on the left axis. If applicable, associated descriptions are provided in a legend across the
bottom.

To graph a Numeric or Numeric List vital sign for a patient:

1. Do one of the following:

e With the patient’s information shown on the Vital Signs window, in the Vital Signs column (left
column), click the Graph #* button for the desired vital sign.

e With the patient’s information shown on the Patient Clipboard Vital Signs tab, click the Graph
#* putton in the desired vital sign’s column header.

2. Click Back/Next to move through the patient’s vital sign history, showing up to 10 sets at a time.

3. If you want to print the currently displayed graph, click Print, select your desired page setup
settings, and then click OK.

4. When you are finished, click Close.

Voiding a Vital Signs Set
If necessary, a staff member with appropriate security permissions can void a vital signs set. Voiding
may be necessary, for example, if vital signs are accidentally entered for the wrong patient.

Note: When you void a vital signs set, you void the entire set; you cannot void a specific entry or value.
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To void a vital signs set:
1. Do one of the following:

o With the patient’s information shown on the Vital Signs window, right-click within the desired vital
signs set and select Void.

e With the patient’s information shown on the Patient Clipboard, right-click on the desired vital
signs line in the Summary, Text or Vital Signs tab and select Void.

2. On the Void Vital Sign Set window, enter the staff ID and reason for the void.
3. Click OK.

About the Vital Signs Selection Window
The Vital Signs selection window allows you to select vital signs information to include in a patient
document (medical note or correspondence) or on a Pet Health Report Card created using Physical
Exam/Patient Advisor* Exam.
Select vital signs sets

I vital Signs %)
Client ID: Kent, Anna
Patient ID: Oliver 5 ¥rs. OfMos. CANINE BULLDOG, ENGLISH Male White
hide voided records M w
vital Signs 07/07/10 08/17/10
01:15 PM 05:04 PM
Select all | | select all signs Staff: MW l l Staff: MW l l
—
vital signs [v] Date 9/28/2010 Time (8:39 AM
Weight
[ |weight 45.0 pounds  45.0 pounds — Wormal W | |anter comment
Select [¥|Bodys 3 - Optimal enter BodyS
. . ETemp 99.2 enter Temp
individual [“|pulse 80.0 enter Pulse
vital signs EResp 48.0 enter Resp
[#[Muc Pink enter Muc
ECap <2 sec enter Cap
[v|ep 105 enter BP
[#|pental 3 - Moderate 3 - Moderate enter Dental
Epain o enter Pain
£Gut enter Gut

Vital Signs selection window

The Vital Signs selection window includes the following fields and options:

Field/Option Description

Select all signs check box When selected, all vital signs are selected for inclusion in the patient
document or observation text.

Select individual vital signs Click the check box next to each vital sign to include in the patient

check boxes (on left side) document or observation text.

Select vital signs sets Click the check box associated with each vital signs set to include in the

check boxes (in column patient document or observation text.

headers)

For more information on including vital signs information in a patient document, see “Inserting Vital Signs
Information” on page 254.

For more information on including vital signs information on Pet Health Report Cards created using
Physical Exam/Patient Advisor* Exam, see “Inserting Vital Signs Information Within an Observation” on
page 225.
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This chapter covers daily usage tasks for adding a medical note to a patient record or printing a
correspondence document. For information on the steps required to set up medical note templates and
correspondence templates in Cornerstone, see “Chapter 17: Setting Up Medical Notes and
Correspondence” in the Cornerstone Administrator’'s Manual.

Overview
Starting with Cornerstone* version 8.0, both medical notes and correspondence documents are created
in the Cornerstone Editor. The Cornerstone Editor is used both at the time of setup (when you create or
update a document template) and at the time of use (when you add a medical note or correspondence
document to a patient record).
Note: The medical notes functionality available in Cornerstone version 7.6 and below is now referred to
in Cornerstone as “Classic medical notes.” See “Chapter 18: Using Classic Medical Notes” beginning
on page 282 for information.
IMPORTANT: You must use the Classic medical note template for surgery/anesthesia logs. Enhanced
medical notes do not support this feature at this time. See “Using Classic Medical Notes for
Surgery/Anesthesia Logs” on page 285 for information on using this template.

Before You Begin

e Set Documents defaults (Controls > Defaults > Practice and Workstation > select Documents
from the menu on the left).

e Set up document template categories (Lists > Documents > Template Categories).

e Set up the problem categories and problem list to be used in your practice (Controls >Problems >
Categories or Controls > Problems > Problems List).

e Set up the diagnostic codes to be used in your practice (Lists > Diagnostic Codes).

e Set up medical note and correspondence document templates. For information on setting up the
document templates, see “Chapter 17: Setting Up Medical Notes and Correspondence” in the
Cornerstone Administrator’s Manual.

e (Optional) Set up a signature capture device (Tools > Signature Capture Device).
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The Cornerstone Editor — Medical Note/Correspondence Window

Title Bar —— I Struebing - Maggie Mae - (9030-1) - Ear Infections - Canine - Correspondence - Canine - 24 pounds - Spayed Female - 5 Yrs. 4 Mos. - Spaniel, English Springer [ |- - [me3s]
Client Banner— Christopher V. Struebing - 2030 (715) 5555556 (Feue) $17275 AcceptAll Payments Teneive To] = Status °p“°ns
- Apply to PVL
Patient Banner —— || Maggie Mae - a4 24 pouncts  [TE) Canine Spaniel, English Spring 5 Yre. 4 Mo, Spayed Femsle
oK
Document Banner - Ear Infections — Canine Hx description et
BridgetWall Date: 10/03/2012 [+] Autofinalizein I =] deye Save
Menu Bar ——— | |rc cat vior ot Fon Pacgepn Tebe Ober [ Full Size or
Editor Toolbar & 1 [ o] 8 ] o = 0 ) (Faseevien) - )
mO o] -] =] [aacoretam Normal View
Tool Bars< [LicHTite v ] Arial 14 v Bru|s =
. Email / Fax
IDEXX Vet Hospital One
IDEXX Di Print

B

Westbrook, ME, 04092
(123) 456-7890
Patient: "Maggie Mae: Struebing
Owner: Christopher V. Struebing | Editor pane

OTITIS EXTERNA (EAR INFECTIONS)

How common are ear infections in dogs?

Infection of the external ear canal (outer ear infection) is one of the most common types of infections seen in
dogs. It is called ofitis externa. Some breeds, particularly those with large, floppy or hairy ears like Cocker
Spaniels, Miniature Poodles or Old English Sheepdogs, are more prone to ear infections, but ear infections
may occur in any breed.

« i b

- Splitter Bar

Invoice ltems (2) | Atiachments

Invoi Item n | temp Description | oy | Amount [Disc| Tax| | [ sef [ ov | pae [g0
oice Items and T | w[EPE Ear Cleaner - piiv. kel 6 02 100 81859 No_|_No |3F|F=406 "o 10/032012 5

2 ,‘EF Earflushw/o anesthesia sassnMMg@ma H 10/0372012 %
Attachments pane 5 I8 o | No |51 00/00/0000 =

Perform Pharmacy | |TravelSheet| | OpenPVL | Total Amount  $5409

Cornerstone Editor — Medical Note/Correspondence window

Note: When adding a text-only document (versus an enhanced format document), the menus, toolbar
buttons and right-click menus available in the Cornerstone Editor are limited to those options that pertain
to text-based data entry. Throughout this section, those features not available in text-only mode will be
marked with an "(Enhanced documents only)" designation.

Title Bar

f’ Hutmacher - Gressa - (13683) - Eye Exam - Medical Mote - CAMINE - 65 pounds - Spay - 4 Yrs. 5 Mos. - DOBERMAN PINSCHER
The Title Bar displays an at-a-glance summary of the client, patient and document information in this

order:
Client Last Name - Patient Name - (Patient ID) - Document Title - Species - Weight - Sex - Age — Breed

Client Banner

¥icki Hutmacher - 13633 [715) 283-5833 Home) $0.00 Cash or Check

The Client Banner displays client name(s), phone number and account information. Simply double-click
within the banner to update the client information.

Patient Banner

Gressa - 13883 B5 pounds 3 CAMINE  DOBERMAN PINSCHE 4'rs. 5 Mos. Spay

The Patient Banner provides at-a-glance access to patient information including name, 1D, weight, body
score (if activated), species, breed, age and sex. A pet picture is also displayed, if available. Simply
double-click within the banner to update the patient information.

To display the weight entry dialog box for the patient, click the Vital Signs/Weight button. Here you
can enter a current weight and, if desired, click the add more Vital signs link to open the full Vital Signs
entry and viewing window.
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Update Patient Weight

The Ask for weight if the last entry is older than __ days field in Documents defaults determines
whether staff are prompted to enter the patient’s weight upon starting or opening a medical note.
Cornerstone will compare this default setting to the date of the most recent weight recorded for the
patient in Cornerstone. If the date of the weight is older than the specified number of days, the weight
appears in red in the Patient Banner, and the weight entry dialog box appears to allow the staff member
to enter a current weight for the patient.

r X

Cemnfzity Ayt 2 Oemroe (RTETD = 1 (715 B81-2605 (Horme] $112408  Aoeptall Payments Teniaive ||
Barksalot - ss32 43.6 poundd 3 Canine Retriever, Labrador Mix 5 Mos. 3'wke. 6 Days  Meutered Male

0K

Hx description: ] Alert
Date: 00/00/0000 [~ [ sutofinglize in 0 (49 days
File Edit View Inset Font Paragraph Table Dther
& [ GV e o [ [T ] (S v
|%mf,}|11|1nn%v‘ &
Normal ~ || arial vili2 vl g rum ”%E‘ =i 5= =
I 6692 - Barksalot
Patient information
ID: BE32 Barksalnt B Moz 3whks B Days Retriever, Labrada
‘Weight entry

Date: 03/09/2017 (4 Time: 12:30 PM Siaff: |

Wweight 00 [pounds  [s] [Nomal [+
add more Yital signs

Note: You can click the Vital Signs/Weight button in the Patient Banner at any time to update the
patient’s weight and other vital signs, if applicable. Note that the button displays in red/yellow as an
alert if at least one vital sign (other than weight and body score) has not been entered for the patient
within the past 10 days.

Document Banner

Eye Exam Hx description: Eye Exam [ et
Mark J. Fiala Dy Date: [11/20/2003 || Autofinalizein B (9] days

The Document Banner displays the staff ID, staff name, template name, history description, document
date, autofinalize option and alert option to highlight this document in history.

Tip: Many of the properties that display in the Document Banner can be set as defaults in the Template
Properties dialog box when you initially set up the document template. See “Chapter 17: Setting Up
Medical Notes and Correspondence” in the Cornerstone Administrator’s Manual.

Editor Menu Bar

File Edt “iew Inzett Font Paragraph Table  Other

The Editor menu bar includes the File, Edit, View, Insert, Font, Paragraph, Table and Other menus. (The
menu bar is located within the Cornerstone Editor window, separate from the main Cornerstone menus.)

Note: The Paragraph and Table menus are available only in enhanced templates/documents (not text-
only templates/documents).

Editor Toolbar

The Editor toolbar buttons provide quick access to commonly used functions within the Cornerstone
Editor. (The Editor toolbar is located within the Cornerstone Editor window, separate from the main
Cornerstone toolbar.)
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Print preview Copy Table

Print Paste Spell check

‘E Client signature’ Select all Zoom

Undo Search firil Insert date and time
Redo Bookmark Lock/Unlock document
Cut Picture

T Available only at the time of use.

Note: When using the Cornerstone Editor in text-only mode, the toolbar buttons available are limited to
those options that pertain to text-based data entry. Text-only mode also offers a Color All Text
button that allows you to apply a single color to all text in the template or document.

Toolbars

(Enhanced documents only)

The tool bars include options for frequently used document elements, display settings, style settings and
formatting tools. The Tool Bar display can be turned on/off using the View menu > Tool Bars option.

Insert date/time, page number or number of pages,
TR AR | and show/hide nonprinting characters such as
returns, tabs and spaces

100% || Specify the magnification level for viewing the current
o document
Morml v Atial v 10 v BIU Set the paragraph style, font, font size and effect of

selected text (bold, italics, underline)

Set the justification of the paragraph (align left, center,
align right, justify)

Format selected text as a numbered/bulleted list,
increase/decrease the indent, and set the text color

e
Il
Il
(Thd
i
i
4
H

Status Options

Using the drop-down list in the upper right corner of the Cornerstone Editor, you can set the status of
medical notes and correspondence documents to Draft, Tentative or Final.

Note: The status options are not available for Print Only documents or Correspondence — Title Only
documents.

o Draft — Draft status is intended for saving work in progress when you are interrupted by a phone call
or an emergency and your notes are not verified, finished, or perhaps are not even correct at this
point. A Draft status document will never autofinalize. Draft status saves any invoice items in their
current state without sending anything to the Patient Visit List (PVL). When saving as Draft, the Apply
to PVL check box is not selected by default, but can be selected if desired.

Documents with a status of Draft are watermarked with large “DRAFT” text on each page when
printed. The watermark does not appear within the Cornerstone Editor while working in the
document (it is visible only on the printout).
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o Tentative — With the Tentative status, the document is basically complete, but is still changeable if
something else comes up (similar to tentative medical notes in previous versions). When saving as
Tentative, the Apply to PVL check box is preselected and cannot be cleared.

e Final - When a document is saved as Final, no further edits can be made to the document. If
additional information becomes available after a document is finalized, the information must be
added in an Addendum. When saving as Final, the Apply to PVL check box is preselected and
cannot be cleared.

Note: If you set a document’s status to Final and then click Save, the Cornerstone Editor saves the
document and closes it automatically (no further editing is allowed after clicking Save).

Full Size View/Normal View Button

You can click the Full Size View button to increase the size of the Editor pane work area by “hiding” the
properties banners (top of the window) and the Invoice Items and Attachments pane (bottom of the
window). To bring these window elements back into view, click Normal View.

Editor Pane

The Editor pane is the document “page” where you fill in the template and add necessary text, pictures
and other patient-specific data. You can add elements to the Editor pane area using the menu bar,
Editor toolbar or right-click menu.

Splitter Bar

You can drag the adjustable Splitter Bar up or down to increase or decrease the visible area of the Editor
pane and Invoice ltems and Attachments pane. While adding a medical note or correspondence
document, in most cases you want the Splitter Bar at a lower position, so that more editing space is
available in the Editor pane. If you need to work in the Invoice Items tab, simply drag the Splitter Bar
upward as needed to increase the working area of the Invoice ltems tab while you are inserting or
editing invoice items.

Invoice Items and Attachments Pane - Invoice Iltems Tab

The Invoice ltems and Attachments pane is available at the bottom of the Cornerstone Editor window at
the time of use, when adding a medical note or correspondence document. This pane includes an
Invoice Items tab that works similarly to the Patient Visit List, and includes “invoice item audit”
functionality that will search the Patient Visit List, and open invoice and patient orders to allow
corrections in those places.

- 5

Invoice Items [4) | Attachments

\ Item ID | Description | Qty | Amount | Disc | Tax \ Staff \cu| Date |@
2360 EXAMINATION 1.00 $43.00 Mo | Mo 11/20/2009 (2]

= &
(5240 EYE FLUORESCEIN STAIN 1.00 $1335 No | Ko |&F|=aMw 1142042009 (%)
A SCHIRMER TEAR TEST 1.00 $17.16_No | Ko || =aMw 11/2002009 ()
= 11/20/2009 ()
= 0040040000 1)

@

-3

GEYE Eye Medications 1.00 $0.00 Wa | Wa
MNo | Mo

e e e, e

[ B H ey ][Tlavelﬁheel][ Open PHiL ]

Note: The Invoice ltems and Attachments pane does not display for Print Only documents.

You can easily add/change/remove invoice items using the Invoice Items tab. In the Cornerstone Editor,
all invoice items are placed in the Invoice Items tab, and they are not included in the body text of the
document.

IMPORTANT: Invoice items cannot be placed on a document designated as a special action that prints
after an invoice is posted.
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To add invoice items to a document:

1. To add an invoice item, double-click or press F2 in any blank Item ID row to open the Invoice Item
list, allowing you to search for and select the desired item.

A blank “Add ltem” row always appears below the added item rows.

2. Set the item status by clicking on the gray box to the left of each item row. ltem status options at the
time of document use include:

|§ Blank — An item assigned a Blank status can be thought of as “sitting dormant” until you
decide to utilize it, which means it will not be sent to the Patient Visit List. In some cases, you may
want to add items to the template with a Blank status and let the staff member decide at the time of
use whether to change the status.

|§'|' Recommended - This item or service has been recommended for purchase by the client.
|§i" Accepted - The client has accepted the item (wants to purchase the service or item).

|@ Performed — The item has been dispensed or the service has been performed.

ﬁ;ﬂ Declined to history — The item has been declined by the client and you want to add the
declined information to medical history.

Notes on adding invoice items to a document:

e ltems never leave the document regardless of the status, even after the document is finalized. If you
do not want the unused invoice items to remain in the finalized medical note or correspondence
document, you must use CTRL+D to delete these invoice item lines before finalizing.

e For Group items and Pick items, if the status is set to Blank in the template, at the time of use (when
adding a medical note) these do not expand/ask unless you change the status. If the status is set
up as Recommended, Accepted or Performed in the template, the items will expand/ask right when
you start the document.

e The Cornerstone Editor’s print options allow you to specify whether or not to print the document’s
invoice items, and if so, whether or not to include the Amount and Staff information for each item. In
addition, you can specify whether to print declined or unapplied items. See “Printing a Document
from the Cornerstone Editor” on page 262 for more information.

Green Shaded Lines Indicate that lfems have been Sent fo the Patient Visit List

If invoice items in a document are applied to the Patient Visit List, when the document is saved, these
invoice item lines are displayed with green shading. This green shading allows you to identify at a glance
which items have been sent to the PVL. See “Status Options” on page 240 for information on how items
are applied to the PVL when saving a document.

Invoice Items [5) | atachments (0]

| Itern D | Description | Oty | Arnount Disc | Tax
== 5240 Eve Fluorescein Stain 1.00 $1335 Ho | Mo
W |5415 Schirmer Tear Test 1.00 $1716 Mo | Mo
12742 Ophthalmic Topical Anesthesia 1.00 $1200 Mo | Mo
GEYE Eve Medications 1.00 $000 Mo | Mo

Ho | Mo
Travel Sheet Open PYL

Invoice items already sent to the PVL display with green shading

St | o | Date [ [~
L 05/07/2009
L 05/07/2009
5 05/07/2008
P 05/07/2009

00/00/0000 |

@ |en | = |

Pl e, e e
]
z
£

b [eb] 3] e B
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Resolving Changes After Applying to PVL

The Cornerstone Editor features an invoice item auditing capability that does a “sweep” of the PVL, open
invoices and patient orders to allow corrections in those places. This invoice item audit is managed
using the Changed Line Status column (right-most column) on the Invoice ltems tab.

Invoice ltems [5) | Attachments (0]

| Item 1D | Description | Oty | Armount | Disc| Tax Staff ‘ Ctr | Date |@: iad
2 | ==|5240 Eye Fluorescein Stain 1.00 $1335_ No | No || FEqhw L 05/07/2009 |21,
3 |55 Schirmer Tear Test 1.00 $17.16_No | No || FEqhw L 05/07/2009 f2 ] |
4 12742 Ophthalmic Topical Anesthesia 1.00 $1200 Mo | Mo | FEHMw S 05/07/2009 (4]
5 GEYE Eye Medications 1.00 $000 No | No |5F|ER[Mw P 05/07/2003 (4,
6| Mo | No |F|E 00/00/0000 (9,
— |~

Changed Line Status column on the Invoice Items tab

The blank buttons in this column change state only if you make a change to an invoice item that was
previously sent to the PVL (indicated by the item lines shaded in green). If a green line is changed in any
way (including changing the status to/from Performed), a red gk button appears in the Changed Line
Status column to warn you that the item was changed after it was sent to the PVL. If an item appears in
one or more additional places (PVL, invoice and patient orders), the Changed Line Status button for that
item will change to warn you of this potential issue.

To resolve the Changed Line Status warning:

If the Changed Line Status for an item shows a red &k button, click the button. An invoice item audit
dialog box appears, and the red &l button immediately changes to a yellow ¢#4 button to indicate that
the changed line status has been recognized (and may or may not be resolved).

Note that if you need to make several changes to different item lines, you can make all the corrections to
the PVL, for example, by clicking on one line. However, the other lines will remain with red buttons and
you will be warned when you try to exit.

I® Price - Noah - Eye Exam E]@
= . Schirmer Tear Test[ 5415). 57772009, Qty: 1. Staff: Mw
Sy This itemn alzo appears in other places. “Y'ou may want o
manually edit or delete it from these places:
Pt Wil (el Open Patient Yisit List
B/7/2009,  Oted,  Staft Mw

If you do nothing with the Changed Line Status warnings and then later try to save the document, a
message appears to remind you again that you have changed items on this document that also appear
in other places.

Price - Noah - Eye Exam - Medical Note

<P ‘fou have changed invoice items on this document that also appear other places,
. ] ‘fou may need to manually edit or delete items From those places, Click on the item's red triangle 'I' icon to see details,
Do you wantk to see details before saving?

[ ‘es ] [ Mo ]

If you click Yes in response to the message, the document is not saved and you are given the
opportunity to click on the Changed Line Status buttons and resolve any existing issues before saving. If
you click No, the document is saved and the invoice item audit is not performed.

Note: Regardless of whether you resolved item issues or not, when you save a document, the next time
it is opened the Change Line Status buttons are cleared and appear blank.
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Deleting ltems from the Invoice lfems tab

To delete an invoice item that has NOT been sent to the PVL:
» Click on the item line and press CTRL+D.

To delete an invoice item that has already been sent to the PVL:

» Click on the item line and press CTRL+D. A message appears to warn you that this item has
already been sent to the PVL and if you delete it from the document, you must still manually delete it
from other locations.

Price - Moah - Eye Exam - Medical Hote Y

LY This item has already been sent to the PYL, IF vou delete it from this document,
\_“4/ wou must still manually delete it from other locations, After deleting, click on the item's red triangle "' icon to see the details,
Do you want to delete this item?

[ Yes ] [ owa

As an added reminder of the deleted item, the item is not cleared completely from the Invoice ltems
tab, but is instead displayed with strikethrough formatting applied so you can tell at a glance which
items were removed from the items list.

Invoice Items [5] | Attachments (0]

Item D | Drescription | Gty | Amount Disc | Tax Staff | Cir | Date |@ [~
2 [l5240 Eve Flucrescein Stain 1.00 $1335 Mo | No SISy L 05/07/2009 (&) i
3 5415 SohirnerTaarTast 1.00 $1218 No | Mo = L os0zcz008 o] |
4 TZ/42 Uphihalmic Topical Anesthesia .o FTT o Mo # [ =] Ua AT 20T B =
5 GEYE Eve Medications 1.00 $0.00 Mo | Mo et [ F 05/07/2009 (2]
g Mo | Mo 0040070000 (2] L
v

Deleted invoiced items that have already been sent to the PVL display with strikethrough formatting applied

Invoice Items and Attachments Pane - Attachments Tab

The Invoice Iltems and Attachments pane includes an Attachments tab that allows you to easily attach a
file or web page link when adding a medical note or correspondence document in the Cornerstone
Editor.

|

Invoice llems | Attachments (1)

&

Comesl
Uleeripg

Note: The Invoice ltems and Attachments pane does not display for Print Only documents.
Examples of file types that can be attached include Microsoft® Word documents (.doc), Microsoft®
Excel® spreadsheet files (.xIs), Adobe® Reader® documents (.pdf), and .wav audio files.

To add an attachment to a document:

1. With the document open in the Cornerstone Editor, click on the Attachments tab near the bottom of
the window.

To attach a file, right-click and select New File.

3. To attach a web page address, right-click and select New URL. If you select New URL, your default
web browser will open. Locate the web page you want to attach and copy the address. Return to
Cornerstone and right-click on the Attachments tab again. Select Paste URL.
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Tip: Attachments can be viewed in patient history. A paper clip indicates which medical notes or
correspondence documents have attachments. (To view the attached files, you must have the software
that created the files on your workstation. To view web pages, you must have access to the Internet.)
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Document Use Tools
Lock/Unlock Document

I Amidon - Maggie - (132-1) - Hx, Exam, Assessment, Plan (H.E.A.P) - Medical Note - CANINE - 35 pounds - Spay - 9 ¥rs. 10 Mos. - SPANIEL E... |~ |02
Dean/Susan Amidon - 132 (7]5) 2622032 [Home) $0.00 Cash or Check ot [v]
[CHipply o P
Maggie - 1321 35 Pounds CoMINE  SPANIEL, ENG. SFRIF 8'is. 10 bos Spay -
[ & ]
Hx. Exam, Assessment. Plan (H.E.AP) H deseription: [ et
Mark J. Fisle DVM Datef11/20/2008 [ [ Auiofindizein @ 2] deys
Fle Edt View Inset Fort Paiagiaph Table Other
2@ e
RS 3
hormai [v]] avial [ [vpru|E== ET
Client Concern/Presenting Concemn: Add_Problem ipti Add Problem
History: Enter history
When was the problem first noticed? Erlertime Text Input
Previous treatments: Previous histary
. . o E Fiel
Add Vital Signs- Add Vol Signs 1 elds
Exam: Exam Findings
Typs iniags desciiption hers
Pictures and
Graphics
Add Diagnosis — Diagnosis: Add_Diagnesis
Problems
Check Boxes — 0 Yomiting
Frequency.  []Morethanonce /day [ Oncefday times/wk
How soon after eating
Contents: -
Inveice Items ‘Amhmems
[ ] hemo Description [ Ay [ amount |Disc| Tax| |_| sl | ru | pate [ |
EE] No | Mo |&|FH 00/00/0000 (21 |1 |
|_Patom | Phamacy | [Tiavelsheet| [ openpy |

Cornerstone Editor — Document Use Tools

Note: When adding a text-only document (versus an enhanced format document), the menus, toolbar
buttons and right-click menus available in the Cornerstone Editor are limited to those options that pertain
to text-based data entry. Throughout this section, those features not available in text-only mode will be
marked with an "(Enhanced documents only)" designation.

Locking/Unlocking a Document

The Lock/Unlock document button allows staff to use the document as a simple tab-through form
to quickly insert patient data in tab-ordered fields or accept default data with no additional text entry or
document editing required.

If you are adding a document based on a template that contains Text Input Fields or check boxes, you
can use the document in “Locked mode” to easily tab from field to field to fill in the patient-specific data
or accept the default data.
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The template may be preset to Locked mode when it is opened. If not, you can easily switch in and out
of Locked mode by clicking the Lock/Unlock document button. You can tell whether or not a document
is locked by looking at the state of the button:

@ Document is locked
Document is unlocked

Answering Text Input Field Prompts

If your document contains Text Input Fields (must be added in the template at the time of setup), you
can set the document to Locked mode and then simply tab through the fields and “answer” them at the
time the medical note or correspondence document is added for a patient.

All Text Input Fields display with a light gray background so they are easily identified at a glance within
the document.

Additional Comments: Cemments

A craniolateral approach to the Left/Right stifle was used to enter the joint. The joint was
explored and the ruptured ACL was removwed. The menisci were found to be normal. The joint
capsule was closed using 3-0 pds in a simple continuous pattern. A hole was drilled in the tibial
crest and a suture passer was used to pass #3utureSize nylon monofilament around the lateral
fabella. The suture was then passed through the predrilled hole and a crimp tube was used to
secure the ligature at the proper tension. Good RC [ and stability were acheived

The retinaculum was inbricated using Suturel in an interrupted vertical mattress pattern. The
subcutaneous tissue was closed using Suture2 in a simple continuous pattern. The skin was
apposed using Sutured in a continuous interlocking pattern. The shfle was iced for 30 minutes
post-op and then placed in a pressure bandage

Text Input Fields within a medical note

Tips for entering data in Text Input Fields.

e The document must be in Locked mode in order to tab from field to field. (See the previous
“Locking/Unlocking a Document” section.)

e You must click within the first Text Input Field (distinguishable by its light gray background) before
you can start tabbing through the document.

¢ Note that some fields may be limited in the number of characters allowed (the maximum number of
characters to accept in a field is set up in the template).

o If the field already displays the correct answer, you can simply press TAB to accept the default data
and move to the next field.

e When tabbing through a locked form, to go back to a previous Text Input Field, press SHIFT+TAB.
e Toinsert a new line within a Text Input Field, press SHIFT+ENTER.

o Ifaform field answer is a choice between two or three possible answers, the template may have
been set up with all possible answers as the Initial Data. In this case, you can simply leave the
chosen answer and delete the unwanted text.

Completing Check Boxes

(Enhanced documents only)

You can easily complete check boxes in a document—click once to place a check mark in the box, click
again to clear the check mark. The document must be in Locked mode in order to tab from box to box.
(See the “Locking/Unlocking a Document” section on page 246.)
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Using Text and Paragraph Formatting Options
(Enhanced documents only)

Many text formatting and alignment options are available in the Cornerstone Editor’s Font and
Paragraph menus.

Create your text using standard text style and formatting options including bold, underline and italic. In
addition, options are available for superscript, subscript, text background color and underline color.

Font Paragraph
Mormal Mormal
Bald Cenker
IUnderling Right Juskify
Italic Justify Bath
Superscript Double Space
Subscripk Indent Left
Strike Indent Right
Fonts Hanging Indent
Skyle keep Together

Texk Color
Background Color
IUnderline Caolor

Keep with MNext
widow'Crphan Cantral
Paragraph Spacing

Background Colar
Bullet

Murnbering
Increase Level
Decrease Level
List Murbering
Sek Tab

Clear Tab

Clear all Tabs
Skyle

Font and Paragraph menu options in the Cornerstone Editor

Adding Pictures and Graphics
(Enhanced documents only)

You can insert images and graphics as needed to add visual detail in a medical note or enhance a
correspondence document. Supported image file types include BMP, JPEG, JPEG 2000 and TIFF. In
most cases, we recommend using a compressed graphic file type like JPEG (vs. bitmap files which
require more file space for saving). In addition, if you are bringing in standard photos from a digital
camera, you may want to set your default photo size to a lower resolution (2-3 megapixels).

Note: To include a DICOM® or RAW file, you will need to do this using an Imaging bookmark.

After inserting an image, you can double-click on the image to edit it and make annotations using the
Cornerstone Image Viewer tools. (See “The Image Viewer Toolbar” on page 363 for more information.)

Note: You can copy and paste an image into a document using standard copy (CTRL+C) and paste
(CTRL+V) commands. However, if you plan to edit the image or make annotations to an image later,
you must insert the image using the Insert > Picture method. You will not be able to double-click on an
image to open it for editing if the image was pasted into the editor.

In addition to the standard Picture option, a Picture and Description option is also available. The
Picture and Description option allows you to insert a predefined two-cell table with a placeholder for the
image in the cell on the left and a placeholder for the associated text in the cell on the right. This makes
it easy to include description text about an image without having to worry about text wrapping issues or
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formatting. This Picture and Description object can be predefined in the document as the template is set
up or can be inserted at the time of use.

Type image description here

Picture and Description object

Note: When working within a Picture and Description table, the right-click options available are specific

to table-related tasks. To insert elements or apply formatting within a cell, you must use the menus or

toolbar buttons.

To insert a picture:

1. Right-click within the editor pane and select Insert > Picture. Alternatively, you can click the Picture
button on the editor toolbar. The Open dialog box appears.

2. Select the desired image file and click Open. The image is inserted at the current cursor location.

To insert a picture and description:

1. Right-click within the editor pane and select Insert > Picture and Description. The Open dialog
box appears.

2. Select the desired image file and click Open. A two-cell table is inserted at the cursor location with
the selected picture in the cell on the left.

3. Select the placeholder text in the cell on the right and replace it with your description text that
applies to the picture.

To resize a picture:

1. To quickly resize a picture while keeping the aspect ratio of the height and width the same, click on
one of the four corner object handles (so the arrow cursor is diagonal).

2. Drag to the desired size.

To edit a picture or make annotations to a picture (available only at time of use):

Note: Any edits or annotations you make to a picture within a document are associated only with that
document and will not be reflected outside of the document (will not change the original picture saved in
the patient record).

1. Double-click on the inserted image (not a pasted image) that you want to edit. The image opens in
the Image Viewer.

2. Use the Image Viewer tools to make annotations and edit the image as desired.
3. When finished, click [E3

4. Click Yes to save changes. The Image Viewer closes and the edited image is displayed.
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Inserting a Problem Description or Problem Details

Problems can be inserted in two different formats within a document using the Problem description
and Problem details options.

e Problem description inserts the problem description text into the body of your text or paragraph. If
multiple problem descriptions are selected, they display separated by commas (example shown
below). In most cases, this is the format you would want to use within a document, inserting the
problem text within the text of a predefined paragraph.

Example:
Abdominal Enlargement, Abdominal Pain

e Problem details inserts a “detail block” table that includes all information associated with the
problem (Description, Severity, State, Staff, Date, Modified Date). If multiple problem details are
selected, they display as separate rows in the detail block (example shown below). This format is
typically used for inserting at the end of a medical note, or for a document being sent to a referring
doctor.

Example:

iCreate Staff iCreate Date i Modified Date

e g e e
O

iMark J. Fiala  :5M13/2009 $5/13/2008

Note: Problem description is the only available format when adding a text-only document (versus an
enhanced document).
To insert Problem description text/Problem details text within an enhanced document:
1. To access the Problems dialog box to specify the patient problems, do one of the following:
e If the template you are using already includes an Add Problem Description or
Add Problem Details link, click the link.

e If you want to insert a new Problem Description or Problem Details in the document, place your
cursor in the desired location, right-click and select Insert Problem Description (or Insert
Problem Details).

The Problems dialog box appears. Any problems that have previously been entered for this patient
are displayed.
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I Problems for Buddy
Patient information
ID: 18636 5rs. 5 Mos 22 pounds
Narne: Buddy POODLE, Mix Neuter

Addto
Document
1 Abdominal Enlargement Minor [ [Aciive [slbwi 05/13/2008 B/13/2003
H Abdominal Pain Minor | |Aciive | 0541342008 51342009
O > > 0040040000

Modified
ate

Create| Create Date

Staff

Prablem Problem Description Severiy State

Problems dialog box

Note: If you cancel out of the Problems dialog box, any previously displayed link will no longer appear.
To access the Problems dialog box again without using a link, right-click and select Insert Problem
Description or Insert Problem Details.

2. To add a new problem:

a. Under Problem, type the ID of the problem to add or press F2 to select from your practice’s
problem list.

b. Change the severity and state as needed.
c. Enteryour staff ID under Create Staff.

3.  With the Add to Document box selected for each problem you want to add to the document, click
OK.

The problem description/problem details are added to the document. If multiple problem
descriptions are added, they display separated by commas. If multiple problem details are added,
they display as separate rows in a detail block (similar to a table).

To insert Problem description text within a text-only document:

1. With the text-only document open in the Cornerstone Editor, place your cursor in the desired
location, right-click and select Insert Problem Description. Alternatively, on the Insert menu, select
Problem Description.

The Problems dialog box appears. Any problems that have previously been entered for this patient
are displayed.

2. To add a new problem:

a. Under Problem, type the ID of the problem to add or press F2 to select from your practice’s
problem list.

b. Change the severity and state as needed.
c. Enteryour staff ID under Create Staff.

3. With the Add to Document box selected for each problem you want to add to the document, click
OK.

The problem description is added to the document. If multiple problem descriptions are added, they
display separated by commas.
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Inserting a Diagnosis Description or Diagnosis Details

Diagnoses can be inserted in two different formats within a document using the Diagnosis description
and Diagnosis details options.

¢ Diagnosis description inserts the diagnosis description text as it is defined in Cornerstone. If
multiple diagnosis descriptions are selected, they display separated by commas (example shown
below). In most cases, this is the format you would want to add to a document.

Example:
Gastric Dilatation and Volvulus, Gastritis: Acute

o Diagnosis details inserts a “detail block” table that includes all information associated with the
diagnosis (Code, Diagnosis, Date, Status, Staff). If multiple diagnosis details are selected, they
display as separate rows in a diagnosis details table (example shown below). This format is typically
used for sending documents to a referring doctor.

Example:

: Gastric Dilatation
fand Wolvulus

Note: Diagnosis description is the only available format when adding a text-only document (versus an

enhanced document).

To insert Diagnosis description text/Diagnosis details within an enhanced document:

1. To access the Patient Diagnosis dialog box to specify the patient diagnoses, do one of the
following:

e If the template you are using already includes an Add Diagnosis Description or
Add Diagnosis Details link, click the link.

e If you want to insert a new Diagnosis Description or Diagnosis Details entry in the document,
place your cursor in the desired location, right-click and select Insert Diagnosis Description (or
Insert Diagnosis Details).

The Patient Diagnosis dialog box appears. Any diagnoses that have previously been entered for this
patient are displayed.

Cornerstone User’s Manual 252



Chapter 17: Using Medical Notes and Correspondence

I Patient Diagnosis
Patient information
1D: 82573 AYrs. 0 Mos. 50 pounds
Hame: Freya NORWEGIAN ELKHOUN  Spap
Add to Code ‘ Diagnesis ‘, Date Status Staff ||
Document,
O zroz Cruciate Fupture [Surgical] 04,/09/2008 (43| Final _v_MW
O =z Cruciate Fupture [Surgical] ‘W|o4/20/2008 i Final [t
12961 Gashic Dilatation and Vaolkeulus o 05/13/2009 [4)| Tentative v s
12989 Gashitis: Acute " |osA3z009 f2 Ruled Out [ |Mw
| [ = ]
0O e} =
| [ = ]
O = ~
m [ e [x]
O [ = ~
O = [~ 1
hd
3 B

Patient Diagnosis dialog box

Note: If you cancel out of the Patient Diagnosis dialog box, any previously displayed link will no
longer appear. To access the Patient Diagnosis dialog box again without using a link, right-click and
select Insert Diagnosis Description or Insert Diagnosis Details.

2. To add a new diagnosis:

a. Under Code, type the diagnostic code or press F2 to select from your practice’s diagnostic
codes list.

b. Change the date and status as needed.
c. Under Staff, type the staff ID of the person making the diagnosis.

3. With the Add to Document box selected for each diagnosis you want to add to the document, click
OK.

The diagnosis description/diagnosis details are added to the document.

To insert Diagnosis description text within a text-only document:

1. With the text-only document open in the Cornerstone Editor, place your cursor in the desired
location, right-click and select Insert Diagnosis Description. Alternatively, on the Insert menu,
select Diagnosis Description.

The Patient Diagnosis dialog box appears. Any diagnoses that have previously been entered for this
patient are displayed.

2. Toadd a new diagnosis:

a. Under Code, type the diagnostic code or press F2 to select from your practice’s diagnostic
codes list.

b. Change the date and status as needed.
c. Under Staff, type the staff ID of the person making the diagnosis.

3. With the Add to Document box selected for each diagnosis you want to add to the document, click
OK.

The diagnosis description is added to the document. If multiple diagnosis descriptions are added,
they display separated by commas.
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Inserting Vital Signs Information

(Enhanced documents only)

You can insert a patient’s vital signs information in a simple table format anywhere within a patient
document. For example:

10/5/2010
358 PM
Yital Sign C5
Weight 45 pounds
BodyScore §3 - Optimal
5
Temp 992
Pulse g0
Resp 43
MWuc Memb : PinkiHealthy
Cap <2 sec
Pain Scale 2 - Mild Pain

To insert a table of vital signs information in a document:

1. Do one of the following:

e [f the template you are using already includes an Add vital signs link, click the link.

e If you want to insert a new table of vital signs in the document, click to place your cursor in the
desired location, and then right-click and select Insert Vital Signs.

The Vital Signs selection window appears. (See “About the Vital Signs Selection Window” on page
236 for information.)

I vital Signs
Client 1D: Kent, Anna
Patient ID: Oliver 5 ¥rs. 0 Mos, CANINE BULLDOG, ENGLISH Male White
hide voided records iy el
Vital Signs 07/07/10 08/17/10
01:15 PM 05:04 PM
[] select all sians Staff: MW Staff: MW
Date |9/28/2010 Time 08:39 AM
Waight

[¥|weight bEHULLRLLH 4310 nnnds, 45.2 Hormal W | |enter comment

[¥|Body5 3 - Optimal enter BodyS

[VITemp 99,2 enter Temp

[¥]Pulse 80.0 enter Pulse

[“|Resp 48.0

[¥]Muc Pink

[“lcap <2 sec

[vIBR 105 enter BP

[v|Dental 3 - Moderate 3 - Moderate enter Dental

[v]Pain 0 enter Pain

[leut enter Gut

Cornerstone User’s Manual

Vital Signs selection window

If desired, add a new vital signs set and/or make changes to an existing set (if still within the allowed
timeframe for editing). When finished with any additions or edits, click OK to save your changes and
then enter or select the staff ID.

In the Vital Signs column (left column), click the check box next to each vital sign to include in the
document. To quickly select all vital signs for inclusion, click the select all signs check box.

In the date/time/staff column headers, select the check box for each vital signs set to include in the
document. (Cornerstone automatically selects check boxes for the most recent five sets entered
since the time of the patient’s last check in. If you add a new set in this window, it will include the
new set in addition to the five most recent sets.)

When you have finished selecting the vital signs to include in the document, click OK.
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The selected vital signs are added to the document in a table format, along with the date/time the
vital signs set was created. For a standard page size in portrait orientation, five vital signs sets will fit
across the page. Rows will be added to the bottom of the table if needed for additional sets.
Inserting the Patient Weight
(Enhanced documents only)

You can easily insert the patient weight into the body of a document.

To insert the patient weight within a document:

1. When adding a medical note or correspondence document for a patient, right-click within the editor
pane and select Insert > Patient Weight. Alternatively, on the Insert menu, select Patient Weight.
The Weight entry box appears.

™ 13696 - Buddy

Weight entry
Date | wieight | Unit

05/13/2009 % |00[pounds— [w]

Weight entry box

2. Do one of the following:

o If the weight shown in the Patient Banner is current, you can click Cancel to insert that weight
into the text.

e [If you want to update the weight shown in the Patient Banner, enter the weight in the Weight
entry dialog box and click OK.

The weight and date of the weight are inserted at the current cursor location.

Including a Client/Staff Signature
(Enhanced documents only)

In the Cornerstone Editor, using a supported signature capture device or tablet PC, you can include
client or staff signatures in your documents using signature bookmarks. For information on bookmarks,
see “Chapter 17: Setting Up Medical Notes and Correspondence” in the Cornerstone Administrator’s
Manual.

Note: In order to use electronic signatures in documents, you must first ensure that a supported
signature capture device (or tablet PC) is configured with Cornerstone and connected to the workstation.
See “Chapter 1: Getting Started with Cornerstone Setup” in the Cornerstone Administrator’'s Manual for
information on setting up a signature capture device for use with Cornerstone.

Client Signatures

If you are using a document that requires a client signature, when you are ready for the client to sign,
click the Client signature ‘E button or select File >Client Signature in the Cornerstone Editor.
IMPORTANT: Cornerstone will finalize a document automatically if it is saved with a client signature.

Note: As of Cornerstone version 8.0, signatures are not allowed in Print Only (formerly called Standard)
documents or Correspondence (formerly called Referral) documents set to save the Title only. This
ensures that you have a record of all signed documents for compliance and liability reasons.
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To have a client sign a document using a signature capture device:
1. With the applicable document open in the Cornerstone Editor, click the Client signature @
button.

Note: The Client signature button is available on the Cornerstone Editor toolbar only if there is a
client signature bookmark in the document.

A "Please sign document" message box appears.
2. Instruct the client to sign on the signature capture device.
3. If necessary, you can click Clear to clear the signature from the box and redo the signature.

4.  After the client signs, click OK to insert the signature in the document.

Staff Signatures

For staff signatures, you can set up a Signature or Signature W/Pwd bookmark to prompt for the staff
signature only or for the staff signature with a password associated with it. A signature (and signature
password) can be predefined in Cornerstone for each staff member in Lists > Staff > Update >
Signature tab.

To include a staff member’s electronic signature in a document:
1. Open the applicable document in the Cornerstone Editor.

If a staff Signature or Signature W/Pwd bookmark is included in the document, the Staff Signature
dialog box appears.

2. Inthe Signature drop-down list, select the name of the staff member who will sign the document
and enter the signature password, if required. The staff member’s signature will appear in the dialog
box.

3. If this is the signature you want, click OK and the signature will be inserted into the document. If this
is not the signature you want, click Clear and select a different signature.

Additional Cornerstone Editor Tools

Several additional tools are available both at the time of use and at the time of setup:
e Page setup and formatting tools

e Tab stops

o Bookmarks

e Tables

These tools are most often used at the time of setup when creating the document template. For
information on these tools, see “Chapter 17: Setting Up Medical Notes and Correspondence” in the
Cornerstone Administrator’'s Manual.
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Keyboard Shortcuts for Use in the Cornerstone Editor

Perform common tasks within the Cornerstone Editor

To do this

Press

Move the focus to each command on the window, forward or
backward, respectively.

TAB or SHIFT+TAB

Launch online Help. F1

Run Spell Check. F7

Jump to a specified line number. F10

Undo the last action. CTRL+Z
Redo the last action. CTRL+Y
Find text. CTRL+F
Replace text. CTRL +H

Move around and select contents within the Editor pane

To do this Press
Select all. CTRL+A
Select from the insertion point to the beginning of the line. SHIFT+HOME
Select from the insertion point to the end of the line. SHIFT+END

Select from the insertion point to the beginning of the document.

SHIFT+PAGE UP

Select from the insertion point to the end of the document.

SHIFT+PAGE DOWN

Move to the beginning of the line. HOME

Move to the end of the line. END

Move to the beginning of the document. CTRL+HOME
Move to the end of the document. CTRL+END

Perform common editing and formatting tasks within the Editor pane

To do this Press
Make letters bold. CTRL+B
Make letters italic. CTRL+I
Make letters underlined. CTRL+U
Copy the selected text or object. CTRL+C
Cut the selected text or object. CTRL+X
Paste the selected text or object. CTRL+V
Insert a line break. SHIFT+ENTER
Insert a page break. CTRL-+ENTER
Perform common tasks within a table
To do this Press
Select the next cell's contents in a table. TAB
Select the preceding cell's content in a table. SHIFT+TAB
Insert tab characters within a cell in a table. CTRL+TAB
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The Start New Document Window
The Start New Document window allows you to select a document template and start a new medical
note or correspondence document.

The way you access the Start New Document window depends on whether you are adding a medical
note or correspondence document.
To open the Start New Document window:
» If you are adding a medical note, do one of the following:
¢ On the Patient Clipboard, right-click on a patient name in the Patient list area and select Medical
Note or right-click anywhere within the Patient History area tabs and select Medical Note.

e Click the Medical Notes B | toolbar button.

¢ On the Activities menu, select Medical Notes.
» If you are adding correspondence, do one of the following:

e On the Patient Clipboard, right-click on a patient name in the Patient list area and select
Correspondence or right-click anywhere within the Patient History area tabs and select
Correspondence.

e (lick Correspondence &V | toolbar button.

e On the Activities menu, select Correspondence.

New client-patient

document
4] Start New Document =
(@ New client-patient document
——
ClientID; | Fatient D StaffID
Merge from —— ( Mergefromfile
file Browse...
Find Template T Title or ID: Category: | <All Categories= lz‘ "] Medical Note
options Include inactives Search for word Favorites: |All Templates lz‘ [ Medical Nots text anly
Correspondence
Keyword: Topic: El Correspondence text only
Species: [=] System: [=] Print Only
Temp|ate Title Category Type D -
. |an Faorms G dence 4 =|
list Ahnormal droppings.doc - M5 Word LL Exotics and Birds Print Only: 420 B
Abaotion.doc - M5 Word LL Equine Print Only 1371
Abyssinian Breed Sheet Feline Breedsheets Correspondence ]
Acepromazine.doc- MS Word LifeLearn Print Only 751

1

{CURRENTWEIT .
{CURRENTWEI(

[m

Preview 1. General Appearance 2. Oral Cavity/Teeth 3. Mucous Membranes 4. Eyes
pane Normal Abnormal Normal Abnormal MNormal Abnormal MNormal Ab~
4 111 3

Start New Document window

¢ When adding a document for a single client-patient, the New client-patient document area allows
you to quickly tab through and accept pre-populated client ID and patient ID fields. You can also
double-click or press F2 in each field to select from a list.
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¢ The Merge from file field allows you to specify the .csv file to use for merging Cornerstone data with
your document. (You can select the New client-patient document option OR the Merge from file
option, not both.)

e The Find Template options allow you to quickly locate the desired template to use for adding a
medical note or correspondence document. See the “Using the Find Template Options” section that
follows for more information.

e The Template list displays a table listing the Title, Category, Type and ID of all templates that match
the specified search criteria.

e The Preview pane displays a preview of the highlighted template. This helps you quickly distinguish
one template from another if two templates have similar names.

Tip: You can increase the size of the Preview pane area by dragging the bottom edge of the Start
New Document window and increasing the size of the window.
Using the Find Template Options

The Start New Document window (and the Document Template List window) features a set of Find
Template options that allow you to quickly locate a template.

Title or ID: Category: | <All Categoriess lz‘ [] Medical Nate
Include inactives Search for word Favorites: |All Templates E [T Medical Note text only
v | Correspondence
[¥] C pond
Keywaord: Topic: | <All Topics> =] Correspondence text only
Species: | <All Species> =] System: | <All Systems> =] Print Only

Find Template options

e If you know the exact title of the template or if you know the document ID, type it in the Title or ID
box to display a list of all templates that start with the same title text or that start with a matching
document ID.

e If you do not know the exact title but know one or more keywords included in the title, select the
Search for word check box and type all or part of the word in the Title or ID box to locate all
templates that include the word in their title.

e Select the Include inactives check box to include inactive templates in your search. Inactive
templates will be marked with an "(I)".

e The Category drop-down list allows you to narrow your template search by listing only those
templates in a selected category. (To keep them separate from enhanced medical notes, all Classic
medical note templates are in the *Classic medical note category. This category cannot be changed
or deleted.)

e The Favorites drop-down list allows you to narrow your template search by selecting one of the
following:

o If youwant to display those templates previously designated as favorites, select My Favorites
or Practice Favorites.

o If you want to display those templates used most often, select My Most Used or Practice Most
Used.

o Ifyou use LifeLearn® documents, in the LifeLearn area you can search for a LifeLearn document
by keyword, species, topic, and/or system.
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Note: LifeLearn documents do not display templates because LifeLearn documents are
Microsoft® Word documents.

e The check boxes on the right side of the Find Template area allow you to shorten the list of
templates to search by listing only those templates that match the selected types (Medical Note,
Medical Note text only, Correspondence, Correspondence text only, or Print Only).

Adding a Medical Note or Correspondence Document

To add a medical note or correspondence document to a patient record, you must first select a template
to use for the document. The template opens in the Cornerstone Editor, where you can fill in the
template fields and/or enter information, invoice items or other elements to complete the document for
the patient.

Tip: If you simply need to add a quick text-based note to the patient’s record, you may want to use the
Quick Text method for adding a medical note. See “Adding a Quick Text Medical Note” on page 262.
To add a medical note or correspondence document:

1. Do one of the following:

e Fora medical note: On the Patient Clipboard, right-click on a patient name in the Patient list area
and select Medical Note.

e fora correspondence document: On the Patient Clipboard, right-click on a patient name in the
Patient list area and select Correspondence.

Note: See “The Start New Document Window” on page 258 for information on additional ways to
access the Start New Document window.

The Start New Document window appears.

2. Depending on how you access the Start New Document window, the Client ID, Patient ID and Staff
ID fields may already be completed for you. Complete these fields as necessary (press F2 or
double-click to select an ID from a list), and press TAB to proceed to the next field.

Note: The Patient List appears automatically if there is more than one patient associated with the
selected client. Select the desired patient and click Select.

Tip: To set the Staff ID to default to the staff member most likely to be entering medical notes and
diagnostic codes, specify this Staff ID in the Staff ID for notes/Dx field in Patient defaults.

3. Use the fields in the Find Template area to locate the desired template. See “Using the Find
Template Options” on page 259 for information on the Find Template options.

4. Click on a document template in the list to see a preview of the document in the preview area at the
bottom of the window.

5. Once you have located the desired template, select it and click OK (or double-click the template) to
open it in the Cornerstone Editor.

6. Depending on the setup for the selected template, you may be prompted to complete one or more
of the following tasks upon opening:

o If the patient weight is not considered current (based on the Ask for weight... setting in
Documents defaults), the last entered weight appears in red. If you are adding a medical note, a
weight entry dialog box appears automatically, allowing you to update the weight for this patient.

e If there are any Question/Answer bookmarks included in the template, the associated pop-up
boxes display.
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e If there are any Pick items included in the template with a status other than Blank, you are
prompted to pick the applicable items.

e Ifthere are any Group items included in the template with a status other than Blank, the Group
will be applied and any associated pop-up boxes display.

7. Check that the information displayed in the Client Banner and Patient Banner looks correct. If
changes are necessary, double-click within the appropriate banner to update the information.

8. Inthe Hx description field, if desired, modify the description of this document to appear in the
patient’s history. (Note that if an Hx description is not entered at the time of use, and then only the
template name is shown in history.)

9. If you want this document to stand out in history (line displays in history as white text on a bright red
background), select the Alert check box.

10. If you want this document to be automatically finalized, click the Autofinalize in check box and enter
the number of days after which this template will be marked as final. (Note: A document saved with
Draft status will never autofinalize.)

Tip: A default autofinalize setting can be specified in Documents defaults (select Controls >
Defaults > Practice and Workstation, and then select Documents from the menu on the left).

11. If you want to increase the size of the editor pane to see more of the current document on screen
without scrolling, click the Full Size View button. This will temporarily hide the properties banners
(top of the window) and the Invoice Iltems and Attachments pane (bottom of the window). To bring
these window elements back into view, click Normal View.

Tip: You can also use the Zoom (100%) drop-down list to select or enter a lower magnification level
(like 75%) that allows you to increase the amount of the page you can see on screen.

12. Depending on the type of template that this document is based on, there are several different
options you may choose to enter information, pictures, invoice items, etc.:

e Ifitis atab-through form document that contains Text Input Fields, make sure the Lock feature

is enabled (use the Lock/Unlock document button on the toolbar) so you can tab through
the entry fields.

e Addtext, pictures, invoice items and other elements using the desired Cornerstone Editor
options. See “The Cornerstone Editor — Medical Note/Correspondence Window” on page 238
and “Document Use Tools” on page 246 for information.

13. When you are finished and ready to save the document, click the drop-down list in the upper-right
corner of the window and select a status setting for the document (Draft, Tentative or Final). See
“Status Options” on page 240 for more information.

14. Do one of the following:
e C(Click OK to save a Draft, Tentative or Final document and close the Cornerstone Editor.

e Click Save to save the document and continue working on a Draft or Tentative document in the
Comerstone Editor (Final documents will save and close).

e (lick Cancel to cancel document changes and close a Draft, Tentative or Final document.

Note: If the Hx description is blank when the text-only document is saved for the first time, if there is text
in the first line of the document, that text will be used as the history description.
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Patient documents are included in the Patient History Report as well as the Check-In Report. (See
“Patient History Report” on page 77 or “Check-In Report” on page 126.)

Adding a Quick Text Medical Note
The Medical Note Quick Text feature offers a simpler, faster option for adding text-based notes to a

patient’s medical record (similar to the “None” Classic medical note template available in Cornerstone
7.6 and earlier versions).

For information on text-only medical note features and how they differ from enhanced medical notes,
see “Chapter 17: Setting Up Medical Notes and Correspondence” in the Cornerstone Administrator’s
Manual.

Tip: You can get started immediately with no setup required by using the default Medical Note Quick
Text template (the “Sample- Quick Text Blank” template). If you don’t want to use the blank default
template, you can create your own text-only template (in Lists > Documents > Templates) and then
assign your template as the “Medical Note Quick Text document” in Documents defaults.

To add a Quick Text medical note for a patient:
1. With the patient’s record open on the Patient Clipboard, right-click the patient’s name and select
Medical Note Quick Text.

2. Enter your staff ID by typing the ID, selecting the staff from drop-down list, or pressing F2 to select
from the Staff List.

3. Follow steps 6-14 in the previous section to create the medical note in the Cornerstone Editor (in
text-only mode).

Printing a Document from the Cornerstone Editor
The Cornerstone Editor’s Print Options dialog box offers standard options for selecting the printer, print
range, number of copies, etc. In addition, you can specify whether or not to print the document’s invoice
items, header, document information and footer.

I® Print Options
Printer: | Diell Laser Printer v
Print range Invoice items
Frint invoice items

(%) Entire document Include declined and unapplied item:
(O Cunent page Include invoice itermn Amount
) Pages Include invoice item Staff

Options

[¥] Print header Mumber of copies: |1

Frint document infa Callate

Frint footer

Print Options dialog box

Printing Invoice Items

In the Invoice items area, the Print invoice items options allow you to specify whether or not to print the
document’s invoice items. These options can be specified at the time of printing or you can predefine
your preferences in the Documents defaults (select Controls > Defaults > Practice and Workstation,
and then select Documents from the menu on the left).
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Note: Only those items that have been sent to the Patient Visit List (and have not been subsequently
deleted from the document) will print.

» Print invoice items — When selected, prints items with a Patient Visit List status of Recommended,
Accepted or Performed. Selecting this check box enables the three additional options below it:

¢ Include declined and unapplied items — Also prints items with a PVL status of Declined,
Declined to history, or Blank.

¢ Include invoice item Amount — Also prints the Amount for each invoice item.
¢ Include invoice item Staff — Also prints the Staff for each invoice item.

Invoice items are printed in a table at the end of the document in the order in which they appear on
the Invoice ltems tab in the Cornerstone Editor.

Example:
Invoice ltems
Status Date Item (ID) Qty | Amount [ Staff
Performed 9/2/2009 | EXAMINATION (2360) 1.00 49.00 | MW
Accepted 9/2/2009 |EYE FLUORESCEIN STAIN (5240) 1.00 13.35 | MW
Recommended 9/2/2009 | SCHIRMER TEAR TEST (5415) 1.00 17.16 |MW

Printing a Document’s Header, Document Information and Footer

Note: When printing a text-only document, the Print header and Print footer options are not available
on the Print Options dialog box.

Special options allow you to customize each print job depending on the type of document and its
intended use. For example, if a document includes practice contact information in the header but you
want to print a special letter on pre-printed letterhead paper, you can turn off the header for printing by
clearing the Print header check box.

e Print header — When selected, the header prints on each page of the document.

e Print document info — When selected, the document information is printed in a table at the end of
the document (after the Invoice ltems table, if one is printed). The document info includes the
template name, history (Hx) description, staff, date last saved, and status.

Example:
Document Info
Eye Exam Eye Exam w/ a Corneal Ulcer
Mark J. Fiala DVM Last Saved: 9/2/2009 02:44 PM |Fina| (9/2/2009)

e Print footer — When selected, the footer prints on each page of the document.

To print a document from the Cornerstone Editor:

1. With the document open in the Cornerstone Editor, click the Print button in the toolbar, click
Print on the right side of the window, or click File > Print. The Print Options dialog box appears.

2. Inthe Printer drop-down list, select the printer to use for printing the current document.

3. Inthe Print range area, specify if you want to print the Entire document, Current page, or specific
Pages.

4. If there are any invoice items attached to the document (appearing on the Invoice ltems tab), the
Invoice iterns area options are available. To print invoice items, select the Print invoice items check
box and then select any additional “Include” options if applicable.
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5. Inthe Options area, select the desired print options and specify the number of copies to print.
6. Click OK to print the document.

Automatically Printing a Linked Diagnosis Document from a Medical Note
When adding a medical note for a patient, if you insert a diagnosis code that has been preconfigured to
link to a particular document in Cornerstone (Lists > Diagnostic Codes > Diagnostic Code Setup),
the Diagnosis Document dialog box appears.

If you click Yes to print the linked diagnosis document, the Staff Selection dialog box appears.
After entering the staff, one of the following will happen:

o Ifthe linked diagnosis document is a medical note or correspondence document, the document
prints on the default printer.

e If the linked diagnosis document is a LifeLearn® client handout, the document opens in Microsoft®
Word. You can then print the document directly from Microsoft Word. See “Chapter 32: Using
LifeLearn® ClientEd™ Online” on page 422 for more information.

Sharing Documents from the Cornerstone Editor

If your practice has an IDEXX Pet Health Network* Pro subscription, you can send documents to your
clients using the Share button. For more information, see “Chapter 33: Using IDEXX Pet Health Network*
Pro” on page 425.

Emailing or Faxing Documents from the Cornerstone Editor
You can send a medical note, correspondence document, or estimate to a client and/or referral
veterinarian (RDVM) by email and/or fax directly from the Cornerstone Editor. The Communications
window reflects communication preferences for any recipients set up in Cornerstone. When emailing a
medical note, correspondence document, or estimate from the Cornerstone Editor, a PDF of the
document is automatically created and attached to the email.

To send a document from the Cornerstone Editor:

1. With the document open in the Cornerstone Editor, click Email/Fax or select File > Send
Document. The Communications window appears.
Note: Communication preferences set up in Cornerstone for clients and RDVMs are reflected on this

patent: Barksalot (gse2) Cient - Kimberly Adams
Communication Type and Recipients send | | Cancel
Email Fax
Subject
Documents from advanced petcare for Fatient Barksalot (5392), Cient Kimberly A Include Cover Sheet
Recients [ Adacrient Recipents [ AddClient
Type | Name Enail Address Remove Name Fax Number Remove
o Robert E Boston(This vist) | david-dieffenbach@idexcog 6 Robert E Boston(This vist) | (207)556-6229 [x]
cc Robert E Boston(This vist) | bobboston@best.com [X] Tim Johnson(Primary} (123)456-7890 Q
Tim Johnson(Primary) dietdavidag@gmai. com )
Message
Entered message will appear in he body of the emai andior fax cover sheet
Wessage imted to 512 characters.
Attachments
Fil Nlame Type View  Remove
Barksalot-6652 pdf WecicalNote ERI

Communications window
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In the Staff field, type the ID, press F2 to select the staff member, or select the staff member from
the drop-down list. (The default setting is the last staff member to use the workstation.)

If you want to send the document in PDF format by email, select the Email check box and do the
following in the Communication Type and Recipients area:

a.

In the Subject text box, use the default subject line that displays or type in the text box to edit
the subject line.

If the client associated with this document has an email address set up in the Client Information
window, you can quickly add the client to the email Recipients list by selecting the Add client
check box. Cornerstone automatically lists the associated name and email address for the
client.

In the email Recipients list, double-click in the Type field and select one of the following for
each recipient:

e To: Select this email type for all primary recipients of the message. At least one recipient
must be designated.

e CC: CCis an abbreviation for “carbon copy.” If you select the CC type for a recipient, a
copy of the message is sent to that recipient. All other recipients of that message can see
that the person you designated as a CC has received a copy of the message.

e BCC: BCC is an abbreviation for “blind carbon copy.” If you select the BCC type for a
recipient, a copy of the message is sent to the recipient, but the recipient’s name is not
visible to the other recipients of the message (including other BCC recipients).

If you want to email the document to a recipient not currently set up with an email address in
Cornerstone, in the next available blank row in the Recipients list, complete the Name and
Email Address fields. You can change the email type by selecting To:, CC:, or BCC: from the
Type drop-down list.

To remove a listed recipient, in the email Recipients list, click the Remove icon in the
applicable row.

IDEXX Faxing Service only: If you want to send the document by fax, select the Fax check box and
do the following in the Communication Type and Recipients area:

a.

If you want to include a fax cover sheet with the document, select the Include Cover Sheet
check box. Any text entered in the Message text box is included on the cover sheet.
Note: If you use a logo on your printed invoice, that logo is also applied to your fax cover sheet.

If you want to fax the document to a recipient not currently set up with a fax number in
Cornerstone, in the next available blank row in the Recipients list, complete the Name and Fax
Number fields.

To remove a listed recipient, in the fax Recipients list, click the Remove icon in the applicable
row.

You can enter text in the Message box. This text will be included in the body of the email or the fax
cover sheet.

The Attachments list automatically includes the document being sent in this email or fax
transmission, as well as any files that are attached to the document. These appear on the
Attachments tab. Most common file types are supported, including PDF, CSV, GIF, JPG, JPEG,
XLS, DOC, TIF, TIFF, etc.
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Note: In the Attachments list, for both a medical note (the document currently open in the
Cornerstone Editor) and correspondence documents, the Type is listed as Medical Note
Attachment.

To work with attachments, do any of the following:
e Toview an attachment in a separate preview window, click the View icon in the applicable row.

e Toremove an attachment so it is not included with the email or fax, click the Remove icon in the
applicable row.
Note: In the Cornerstone 8.3 software release, you cannot attach additional documents from
Cornerstone or your computer to the email or fax from the Communications window.

7. Click Send to send the document and any selected attachments to the specified recipients.

Viewing Communications in the Patient Clipboard

When you send email or fax communications from Cornerstone, a line for each communication type is
generated in patient history and is viewable from the Patient Clipboard Summary and Text tabs. Email and
fax communications also display on the Summary and Text tabs in the Patient File window.

Note: If you do not want email and fax communication lines to display in patient history or on the Summary
or Text tabs, right-click a column heading, select Filter, and deselect the Communications option.

Preview Pane Display

With a communication line selected on the Patient Clipboard Summary tab or Text tab, click Preview to
view Recipients, Attachments, Subject, and Message information in the preview pane.

Viewing the Communications Log

All email and fax communications sent from Cornerstone are tracked in a Communications Log, which
provides comprehensive details on the date sent, transaction status (sent/failed), recipient, destination
(email address or fax number), patient, and so on.

The Communications Log window allows you to:

e View all outbound email and fax communications initiated from Cornerstone during a specified date
range.

e View the communication type (email or fax), client/patient, staff associated with the communication,
the subject, and the date the email or fax was sent.

o View all recipients of the communication and the status of the email or fax transmission.

e Resend a failed transmission.

o View the file name, type, and a preview for all attachments included in the email or fax.

e Show only communications related to a specific communication by clicking Show Related Rows.

e Mobile Computing module users can view the communication history type (communication) in the
Patient Clipboard Summary tab.

You can also:

e (Change the way the log is sorted by clicking on a column header; an arrow marks the column and
indicates the sort order (ascending or descending).

e Select the Only failed rows not successfully resent check box to display only failed emails and
faxes that have not been successfully resent.
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e Export the information shown in the log to a CSV file that can be opened in another software
program.

Note: Laboratory results and client-friendly reports that you share from IDEXX VetConnect* PLUS within
Cornerstone can be viewed from the VetConnect PLUS communications log but are not viewable
elsewhere within Cornerstone.

Accessing the Communications Log
e To view all practice communications, on the menu bar, select Activities > Communications Log.

e Toview all communications for a specific patient, click the view communication log link in the
Patient Information area on the Patient Clipboard.

e To view a specific communication and all communications related to it, double-click the
communication line in the Summary or Text tab on the Patient Clipboard or click the
Communication E button.

Editing a Draft or Tentative Document (Unfinalized)
You can edit a document that was saved as Draft or Tentative by doing one of the following:

o From the Patient Clipboard - In the Patient History area, double-click on the document row or right-
click and select Update.

e From the Daily Planner — Double-click on the document row or right-click and select Update.
See “Status Options” on page 240 for information on the Draft, Tentative and Final status options.

See the “Invoice Items and Attachments Pane — Invoice Items Tab” section beginning on page 241 for
information on making changes to invoice items that have already been sent to the Patient Visit List.

Manually Finalizing a Document
You can manually finalize a medical note or correspondence document by doing one of the following:

¢ From the Daily Planner — Right-click on a tentative document and select Finalize. (If it is a Draft
document, it must be updated and saved as Tentative before it can be finalized using the right-click
menu from the Daily Planner.)

o From the Cornerstone Editor — When adding or updating a document in the Cornerstone Editor,
you can finalize the document by selecting Final from the drop-down box in the top-right corner and
then saving the document.

Note: When adding a document in the Cornerstone Editor, if a client signature is included in the
document, the document finalizes automatically when you save the document.

Tip: You can copy (CTRL+C) text or notes from a finalized document and paste (CTRL+V) it into
another document. Note, however, that images (including signatures) cannot be copied from a finalized
document.

Viewing Documents in Patient History
With the exception of Print Only documents, all patient documents are recorded in medical history either
by saving the whole document or the document title only. Each type of document can be distinguished
by its icon that appears next to it in history.

Document Type Recorded in Medical History Source Icon

Print Only No (none)
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Document Type Recorded in Medical History Source Icon

(&0

Correspondence — Title Only Yes (title saved)

Correspondence — Document Yes (document saved)

Medical Note

Yes (document saved)

Addiitional tjps for viewing documents in the Patient Clipboard — Patient History area:

o The Patient History area can be displayed in normal view, full size view, and with a Preview pane
view for previewing medical notes and correspondence documents from the Patient Clipboard. See
“Viewing Options for the Patient History Area” on page 34 for more information.

e For each document, the history line will show the Template Name, followed by the STATUS, followed
by the Hx description (if any). For example, “Eye Exam - TENTATIVE — Eye exam w/corneal ulcer.”

e If adocument has been finalized, the status will show as either “FINAL [finalize date]” if manually
finalized or “Closed [auto-finalize date]” if auto-finalized.

o If the Alert check box was selected for the document, this line will stand out in history as white text
on a bright red background.

e For correspondence documents based on a template that has the Show past and future uses of
this template on the Medical Notes tab, Daily Planner, Check-in Report, Patient History Report
option selected, these documents appear in history with medical notes on the Medical Notes tab

(correspondence documents can be distinguished from medical notes by their Correspondence B
icon).

Viewing the Full Contents of Text-Only Medical Notes Inline in History

Text-only medical notes allow full inline viewing of text-only document contents on the Patient Clipboard
and Patient File windows. This means that you can quickly view any text-only medical note directly on

the Text tab or Medical Notes tab without needing to open the document in a separate preview or
editor window.

I Adams, Kimberly - Patient Clipboard

Client information

Kimberly Adams

Surmary | Text | Problems

CoslsBaemsy B

Status: Active

Dx | Rx  Medical Notes | Lab | Vil Signs

/o
Client Patient list(=]
Client 1D: 1 Kimberly &dlams Pet Dwner Name: [ Species | Breed [ Sex |~
Patiert| Balance Due $0.00 Accept All Paymerts TR Hooch (Med Notes) Canine Retiever, Golden Male
Seach| (71568126805 (Home) Pt g Ima Carire Poodle Mix Male =

Patient information

“SawvwEaedsdHED %

10 16295

Inpatient
7965 West 172 Terrace Class: et Duner Neme: Ime
Status: Active
. Refered: 0 clients Class: Breeding Pet Sew Male
Eau Claire, Wl
54703 Referred by 5325 Katie Jacks Bithdate: 4/30/2008 Bieed: Pood Mis
315 2 Mo Color: Black
Kimryadams567@yahoo.com 248 pounds Markings:
Horme Practice: 1 ward Cage

Full Size Wiew

Date
5/26/2011

|| stat |

B cs

Expanded History
S0&P: recheck on right ear - TENTATIVE

~

SUBJECTIVE: stil getting a significant bi of debiis out of the ar. She states he is eating well. stl tzking medications dall 25 previously prescribed
DBJECTIVE: bar. mid yellow debris in right ear. dertal tartar. myastheria gravis
ASSESSMENT: myastheria gravis - stable, under therapy. mild olits ight ear - under therapy.

DIAGNOSIS: Otitis Extema Myasthenia Gravis

PLAN: Compieted physical exam, recheck fight ar. Recommend switch pt to TizEDT4 ear cleaner and refl Bapti
Clirit o clean ears with TrizEDTé ear cleaner as reqular eleaning while under therapy and reat with 45 drops of baytil daily for ane week and recheck ear
Demanshiated to client in the room how to clean the ears with a wel colton bail and massage. Told client not o use gHips 1o clean ears. Recommend slow massaging motion

upward to help lonsen and ift the debris from the lower canal. If pet's ear s better then decrease baytri to EOD for 2 weeks, then every third day, ete. May even consider
pulse therapy stiategy.

Staff: C5

Rowes 2to 2of 2

v
Find Goto Date | [ Piin History | [ Previen [JHide Whiteboard Notes

Hide voided items
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Note: The Patient Clipboard graphic above shows an example of how the Color All Text option can be
used to apply a single color to all text in a text-only document in the editor and in patient history.

Text-only medical note viewing options on the Patient Clipboard history tabs include:
e Text tab — View the complete contents of the text-only medical note inline in history.
¢ Medical Notes tab - View the complete contents of the text-only medical note inline in history.

e Summary tab - View the text-only medical note’s Hx description inline in history or view the
complete contents of the note in a pop-up window by resting the mouse cursor over the note’s
history line.

Adding an Addendum to a Finalized Document

You can add an addendum to insert additional notes at the bottom of a finalized medical note or
correspondence document. This adds an ADDENDUM section to the end of the document that includes
the added text, plus the date, time and staff member who added the addendum. In addition, the line in
patient history shows the date of the most recent addendum.

Example:

ADDENDUM on 9122009 at 10:51:11 from Mark J. Fiala DVM

Animal chewed sutures out and incision had to be re-sutured.

To add an addendum to a finalized document:
1. Do one of the following:

¢ On the Patient Clipboard, on the Summary tab or Medical Notes tab, right-click on the finalized
document and select Addendum.

e With a finalized document open in the Cornerstone Editor, click the Addendum button.

The Addendum dialog box appears.

Addendum

Staff 1D b Mark J. Fiala DM
Animal chewed sutures out and incision had to be re-sutured.
Spell Check.

Addendum dialog box

Type the Staff ID and press TAB.

Type the addendum text.

If desired, click Spell Check to review the text for spelling errors.
Click OK.

The addendum is added to the document.

o > L

In addition, “***ADDENDUM [addendum date]” is added to the document’s line in patient history.
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Voiding a Document
If necessary, a staff member with appropriate security permissions can void a medical note or
correspondence document. Voiding may be necessary, for example, if a medical note is accidentally
entered for the wrong patient.

To void a document:

1. With the patient’s record open on the Patient Clipboard, on the Summary, Text or Medical Notes
tab, right-click on the document and select Update (or select View for a finalized document).

2. With the document open in the Cornerstone Editor, click the Void button.

3. A *Your changes will be lost. Do you want to proceed with the Void?” message appears. Click Yes.
Note: Before voiding the document, the Cornerstone Editor does a “sweep” to check if any included
invoice items were already sent to the Patient Visit List, open invoices or patient orders. If document
items exist in other places, a message appears to verify if you would like to view item details before
voiding. If you click Yes, the Void process is cancelled to allow you to resolve any item warnings
before proceeding. (Click the item’s red gk button to view details about the warning; you may need
to manually edit or delete the items from the PVL, invoice or patient orders.)

The Void dialog box appears.

4. Type the staff ID and press TAB.

5. Inthe text box, enter a reason for the void.

6. Click OK.

7. A message appears to verify you want to void the document. Click Yes.

The document is voided and marked with a VOID watermark. The document is also marked as voided in

the patient’s history.

Tip: If desired, you can hide all voided documents in history on the Patient Clipboard to remove
unnecessary clutter and save space. To do so, select the Hide voided items check box located in the
bottom right corner of the Patient Clipboard.

To view a list of voided documents (medical notes and/or correspondence), print the Voided
Documents report.

Generating a Referral Letter

After providing the needed care to a referral patient, use your practice’s referral letter template to
generate a letter to the referring hospital and/or doctor and save the medical record in patient history.

Note: The following instructions assume that the referral letter template has been set up as
Correspondence — Document (saves the entire document in patient history). If you are using a
template that was set up as Correspondence - Title Only (saves only the title in patient history), some
of the options covered in this section (setting as Draft or Tentative, saving, etc.) will not be available.

Before You Begin

e Set up a document template for your referral letters. See “Chapter 17: Setting Up Medical Notes and
Correspondence” in the Cornerstone Administrator’s Manual for information.

If you plan to send the referral letter via email from the Cornerstone Editor, the referral doctor and
hospital must be set up with an E-mail address and the Send info via field set to E-mail. In
addition, the referral doctor and hospital must be selected for the applicable patient on the Patient
Information window’s Referrals tab using the Primary and/or This visit options. For more
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information about referral management, see “Chapter 29: Using Referral Relationship Management”
on page 403.

To generate a referral letter:
1. Do one of the following:

e On the Patient Clipboard, select the client and patient. Right-click on the patient's name in the
Patient list area and select Correspondence.

e (lick Correspondence &J | toolbar button.

e On the Activities menu, select Correspondence.

Note: Any applicable alerts may appear at this time. Review each alert and click OK to close the
alert.

The Start New Document window appears. Depending on how you access the Start New Document
window, the Client ID/Patient ID fields may already be completed for you.

2. Enter the Client ID, Patient ID and Staff ID as needed.
Use the fields in the Find Template area to locate your referral letter template.
4. Select the template in the document template list and click OK.
The template opens in the Cornerstone Editor.
Depending on the setup for the selected template, the following may appear upon opening:

o [f the patient weight is not considered current (based on the Ask for weight... setting in
Documents defaults), the last entered weight appears in red. If you are adding a medical note, a
weight entry dialog box appears automatically, allowing you to update the weight for this patient.

e [f there are any Question/Answer bookmarks included in the template, the associated pop-up
boxes display.

5. As necessary, provide the required information and close the pop-up boxes. The information will
automatically populate the associated fields in the referral letter.

6. Inthe Hx description field, if desired, modify the description of this document to appear in the
patient’s history. (Note that if an Hx description is not entered, and then only the template name is
shown to identify this document in history.)

a. If you want to print the letter, click the Print button on the toolbar, click Print on the right
side of the window, or select Print from the Cornerstone Editor File menu.

b. If you want to email or fax the letter, click Email/Fax or select Send Document from the
Cornerstone Editor File menu. The Communications window appears. Note: Communication
preferences set up in Cornerstone for clients and RDVMs are reflected on this window. For
additional help with this window, press F1 in Cornerstone or see
Example: If any RDVMs are associated with this patient in Cornerstone, the RDVM’s
communication preferences set up in Cornerstone are reflected on this dialog box. If Dr. Smith
is listed as an RDVM for this patient in Patient Information and Dr. Smith’s communication
preference of receiving information via email has been set up in Cornerstone, the Email check
box is automatically selected and the associated email address displays in the email
Recipients list. If an RDVM is marked as the Primary for this patient, the To: email type is
selected (unless the This visit check box on the Referrals tab of the Patient Information window
is cleared). If another RDVM is marked as This visit for the patient, the CC: email type is
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selected. If the RDVM does not have communication preferences set up in Cornerstone, they
will not automatically appear in the list even if they are the primary RDVM or if the This visit
check box is selected on the Referrals tab of the Patient Information window.

c. Click Send to send the message, and then click OK when prompted to return to the
Cornerstone Editor.

7. When you are finished and ready to save the document, click the drop-down list in the upper-right
corner of the window and select the appropriate option (Draft, Tentative or Final) for saving the
document. (See “Status Options” on page 240 for information on the status options in the
Cornerstone Editor.)

8. When you are finished with the letter, do one of the following:
e If you want to save the document and close the Cornerstone Editor, click OK.

e If you want to save the document and remain in the Cornerstone Editor so that you can continue
working in a Draft or Tentative document, click Save.

The referral letter document is saved to the patient’s history. You can view this document by highlighting
the line in history and double-clicking on it.

Tip: You can view all open (non-final) referral letter documents on the system from the Correspondence
tab on the Daily Planner. From there you can right-click on a document and select Update to review and
make changes to a document or click Finalize to make the document part of the patient history.

Merging Client/Patient Information with a Document (Merge from File)
To personalize correspondence, you can merge Cornerstone client and/or patient information into a
document before printing it.
Creating a Data File to Merge with a Document

You can save Cornerstone client or patient report information to a file for use with a Cornerstone
correspondence document. When a reminder file of client and patient information is generated, the
information is saved in a namelist.txt or namelist.csv file, allowing you to merge the information and print
reminders in either Cornerstone (using the namelist.csv file) or Microsoft Word (using the namelist.txt
file).

To save client or patient report information to a file:

1.  Onthe Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of the applicable report group, and then select the
desired report.

Click Create report.

If applicable, enter a sort order and the range.
Click Preview.

When the report preview displays, click Save.

Name the file and browse to select the desired location for the file.

©® N o o~ W

From the Save as type drop-down list, select Comma Separated (*.csv). if you plan to merge it
with a correspondence document in Cornerstone, or select Text Format (*.TXT) if you plan to
merge it with a Microsoft Word document.

9. Click Save.
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Merging a Data File with a Correspondence Document in Cornerstone

Cornerstone provides the ability to merge a list of clients or patients with a correspondence document
directly from Cornerstone.

Note: Merge from file functionality is not available on mobile computers.

Tip: Use the Mailing Labels report (in the Client report group) to create a client name list and save it in
.csv format. Then merge the name list file with the Sample Mailing Labels (Avery 5160) document
template in Cornerstone to easily create mailing labels for client promotions and marketing campaigns.
To merge the file with a correspondence document:

1. Do one of the following:

e On the Patient Clipboard, right-click on a patient name in the Patient list area and select
Correspondence, or right-click anywhere within the Patient History area tabs and select
Correspondence.

e (Click Correspondence #¥ | toolbar button.

¢ On the Activities menu, select Correspondence.
The Start New Document window appears.

2. Click the Merge from file option, and then click Browse to select the merge list (.csv) file that you
created previously. You must select a .csv file (a comma-separated file).
3. Click Open.

4. On the Start New Document window, use the options in the Find Template area to locate the desired
document. Select the document and click OK.

5. A window displays, showing the bookmarks that are found in the selected document. Link the data
from your file to the appropriate bookmark in the document by selecting the data from the File
columns drop-down list. If the file was merged with this document before, Cornerstone will
remember which file columns and bookmarks are linked.

6. If your document is a Print Only document, skip to step 7. If the document is a Correspondence
document, enter the document description, staff information and patient column information. This is
used to store the document in each patient’s history.

7. Click OK when you are ready to print a test page.

8. Click Yes if the test page printed successfully, and you want to send the entire job to the printer, or
click No if you want to adjust your printer settings and print another test page.

Merging a Data File with a Microsoft Word Document

You can create a Cornerstone data file of client and patient information and merge it with a document in
Microsoft® Word.

Note: Depending on the version of Microsoft Word you are using, the Word functions referenced in this
section may vary slightly from your version of Word. Refer to the Microsoft Word online Help for
instructions specific to your version.

Before You Begin

e Use Microsoft Word (not the Cornerstone Editor) to create the document to merge with the
Cornerstone data file.
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e Insert Word merge fields (not bookmarks) in the document where you want the applicable
Cornerstone data to be merged in the document.

¢ When the Cornerstone data file is created in Cornerstone, save it in a .txt format.

To merge the file with a Microsoft Word document:

1. In Microsoft Word, open the document that you want to merge with the data file that was created in
Cornerstone.

Note: If merge fields have previously been included in the document, Word automatically opens the
Data Source to which the previous merge codes apply.

2. Depending on your version of Word, do one of the following:

e In Word 2002 or 2003 — On the Tools menu, select Letters and Mailings, and then select Mail
Merge Wizard. The Mail Merge Wizard appears.

e In Word 2007 — Click the Mailings ribbon and then click Start Mail Merge > Step by Step Mail
Merge Wizard. The Mail Merge Wizard appears.

3. Follow the Mail Merge Wizard steps to set up your document. When you reach the Select recipients
step, select Use an existing list, and browse to select the Cornerstone .txt data file that you
created.

4. Continue to follow the Mail Merge Wizard to merge the data file and print the document.

Printing Sample Consent Forms
A set of sample consent forms is included with your software. The consent forms, developed by James
F. Wilson, DVM, JD and Charlotte A. Lacroix, DVM, JD, provide ways of formalizing agreements for
treatment. Use of these “Wilson Documents” consent forms can minimize the oral confrontations with
clients that most practitioners try to avoid.

About the Forms

Some of the forms included with your software are provided only as client consent forms. Others are
provided to serve both as client consent forms and releases of liability. In many cases, specific, narrow
wording has been used. This was done to establish a “client-friendly” approach, rather than a hostile
one, to what might be viewed as a heavy-handed position by the practice. Practice owners and
managers should be aware that changes in words or omissions of text might affect the enforceability of
the consent or release form. This critical fact can be easily overlooked by attending veterinarians or
office managers unfamiliar with the law.

Because of these concerns and the fact that statutory and case law precedents vary from one state to
another, a draft of any release or consent form should be reviewed by the practice’s legal counsel before
it is put into use.

These forms are provided with the understanding that they do not constitute the rendering of legal or
other professional advice or services by IDEXX Computer Systems or Drs. Wilson or Lacroix.
Consent Forms Characteristics

Your electronic consent forms include the following:

¢ Informational notes (when applicable). A note to inform the veterinarian on the intended use and/or
legal implications of the form is included on some forms. The note appears in bold type at the
bottom of the form. To alert the staff that a note is included, a special Question bookmark is
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included in consent forms with notes. The Question bookmark automatically displays when the
consent form is opened in the Cornerstone Editor.

Tip: The note and the special Question bookmark should be deleted before the consent form is
printed and given to the client.

o Cornerstone bookmarks. For your convenience, Cornerstone bookmarks are also included in the
consent forms. The bookmarks will automatically place practice, client, and patient information on
the forms.

Before You Begin

e Before using the forms at your practice, select and print copies of the forms you want to use. Note
any additions or changes that need to be made to reflect the fees, deposits, and policies at your
practice. See “Chapter 17: Setting Up Medical Notes and Correspondence” in the Cornerstone
Administrator’s Manual for information on editing document templates in the Cornerstone Editor.

e (Optional) Set up a signature capture device (Tools > Signature Capture Device).

e (Optional) Set up electronic signatures for staff members (Lists > Staff > Update > Signature
tab).

To use Wilson Document consent forms with Cornerstone software:
1. Do one of the following:

e On the Patient Clipboard, right-click on a patient name in the Patient list area and select
Correspondence, or right-click anywhere within the Patient History area tabs and select
Correspondence.

e Click the Correspondence & | toolbar button.

¢ On the Activities menu, select Correspondence.

The Start New Document window appears.

I® Start New Document E]@
(3) Mew client-patient document
Client |0 Mike and Kathrynn Patient |D: Bandit Staff 1D: | M tdark J. Fiala D
() Merge from file
Find Template
Title or ID: Category: |Wilson Legal Docs Type: |:| Medical Mote
Szl sty i) T ake-home instructions | Correspondence
Favorites: Telemedicine Print Only
Wilzon Docs Spanish
[0 T
Agreement ta Transfer Pet Ownership W’?Ison legal forms. ondence 4437
Alternate Authar for Anesth/Surgeny ilzon legal Spanish —hondence 4410
Application for Credit ™ hondence 4426
Autharization Anesth and/or Surgery ‘wilzon Legal Docs Corespondence 4408
Boarding Agreement/Floicies/Emerg Care ‘wilzon Legal Docs Corespondence 4425
Canine Core/Mon-Core Booster YWac ‘“wilzon Legal Docs Carrespondence 4398
Agreement to Transfer Pet Ownership i
Mame Employer -

Wilson Documents available on the Start New Document window

2. Enter the Staff ID or press TAB to accept the default ID.
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3. Inthe Category drop-down list, select the applicable “Wilson...” category to display only those
document templates in the template list.

4. Select the desired document template and click OK (or double-click on the document template).
The document template opens in the Cornerstone Editor.

5. If question bookmarks are embedded in the consent form, you will be prompted to enter
information. Your answers will be inserted on the consent form.

6. If applicable, have the client sign the document using a signature capture device.

If applicable, have a staff member sign the document using a signature capture device.

8. To print the form, click the Print button or click File > Print.
9. When finished with the form, do one of the following:

¢ If you want to save the final form in patient history and close the Cornerstone Editor, select the
Final status from the drop-down list in the upper-right corner and click OK.

e If you printed a hard copy of the blank form without client/patient data and do not want to save it
in patient history, click Cancel.
Consent Forms List

For your reference, the following is a list of the consent forms included with your software along with the
corresponding document template names.

Note: All consent form document template names begin with “Wilson” or “Lacroix.” For example,
“Wilson Treatment Consent.”

Tip: A list of the English documents and the corresponding Spanish document names is available in the
Cornerstone online Help—search on the word “Spanish” in the Help’s Index or Search tab to locate the
Help topic.
General Consent Forms
Consent Form for Treatment and/or Admission

File name: Wilson Treatment Consent

Client consents to treatment of pet, understands risks, and assumes financial responsibility, with
payment required at time of discharge (used with client registration).

Consent Form for Treatment and/or Admission (With Checklist)

File name: Wilson Consent for Treatment/Admission
Expanded version of above client’s consent to treatment, with a listing of elements needed for an
informed consent.

Emergency Service Estimate and Consent Form for Treatment

File name: Wilson Emergency Service Estimate
Consent form for emergency treatment, with acceptance of fee estimate within a 25% range and
requirements to provide a deposit and contact the practice every 24 hours.

Consent Form for Dental Care

File name: Wilson Consent for Dental Care
Consent form for and listing of various dental procedures and explanation of risks associated with
anesthesia and extractions.
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Consent Form for Cardiopulmonary Resuscitation

File name: Wilson Cardiopulmonary Resuscitation
Explanation of CPR with choices for various levels of treatment, including no CPR at all.

Do Not Resuscitate Order

File name: Wilson Do Not Resuscitate
As opposed to providing options for CPR, this consent is a simple one prohibiting it.

Consent Form for Extraordinary Care

File name: Wilson Consent for Extraordinary Care
Explanation of the serious nature of the illness and poor prognosis, combined with authorization of
treatment and agreement to fees required for further treatment and CPR.

Authorization for Anesthesia and/or Surgery

File name: Wilson Authorize Anesthesia/Surgery
Owners authorize anesthetic and surgical procedures; form incorporates the seven elements
required for an informed consent in the document.

Alternate Authorization for Anesthesia and/or Surgery

File name: Wilson Authorize Anesthesia/Surgery2
Owners authorize anesthetic and surgical procedures, with the seven elements required for an
informed consent listed on the back page of the document.

Consent Forms for Ambulatory Practices

File name: Wilson Consents for Ambulatory Practices
This file includes three consent forms for ambulatory practices: Consent Form for Routine Veterinary
Care, Consent Form for Emergency Care, and Consent Form for Referral for Specialty Care.

Declination of Preanesthetic Diagnostic Tests

File name: Wilson Declining Preanesthetic Tests
Clients who formally decline recommended preanesthetic blood profiles waive the practice’s liability
for not performing such tests.

Medical Power of Attorney

File name: Lacroix Medical Power of Attorney
This document enables owners to authorize someone else to make life or death decisions for their
pet(s) if they become mentally incapable of doing so.

Living Will Advance Instruction for Health Care of My Pet

File name: Lacroix Living Will

This consent form allows veterinarians to end life-support care for terminal patients.
Consent Forms for Vaccination
Consent Form for Vaccination Frequency

File name: Wilson Choice/Consent to Vaccinations
Educational materials in this document describe the risks and benefits associated with the changing
protocols for the administration of vaccines every three years instead of annually.
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Documentation of Rabies Vaccination

File name: Wilson Rabies Vaccine Information Form
Client declines rabies vaccination for the pet and acknowledges the consequences if the
“unvaccinated” pet should bite a human or another animal.

Consent Form for Rabies Vaccination of a Wolf-Dog Hybrid
File name: Wilson Rabies Vaccination/Wolf-Hybrids
Client acknowledges that rabies vaccination of a wolf-dog hybrid has no guarantee of efficacy.
Consent Forms for Use of Veterinary Drugs
Consent Form for Use of Drugs With Potential Adverse Effects
File name: Wilson Drug w’ Potential Adverse Effect
Some FDA-approved drugs such as RimadyI®, phenobarbital, mitotane, and certain antibiotics or
antifungal drugs pose infrequent but potentially fatal risks for patients. This consent informs clients
of the risks, the need for follow-up evaluations, and their responsibilities in the event of
complications.
Consent Form for Cancer Therapy Using Investigational Methods and/or Extra-Label Drugs
File name: Wilson Cancer Therapy/Investigative
This document discusses complications from chemotherapeutic agents and the fact that most of
these drugs have not been approved for use in the species to which they are being administered.
Consent Form for Use of Psychotropic Drug(s)

File name: Wilson Consent to Psychotropic Drugs
This document explains the risks and side effects associated with the use of drugs in the treatment
of pets with undesirable behaviors.

Consent Form for Use of Pharmaceuticals in Special Species

File name: Wilson Pharmaceuticals/Special Species
This document discusses the fact that most of the drugs used in special species constitute an extra-
label use of the drugs being administered, that owners are aware of this, and that they accept it as a
prerequisite to the treatment of special species.

Consent Form for Extra-Label Use of Liquid lvermectin

File name: Wilson Consent of Purchase of lvermectin
Client acknowledges that use of liquid ivermectin for heartworm prevention is not FDA-approved, but
elects to use this form of medication.

Consent Forms for Use in Difficult Situations
Consent Form for Release of Patient Against Doctor's Recommendation

File name: Wilson Release w/o Dr's Recommendations
Client requests release of hospitalized pet despite doctor's recommendations for continued care;
client accepts full financial and medical responsibility for such action.
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Consent Form for Continuation of Treatment in Cases with Little or No Hope of Successful
Treatment

File name: Wilson Consent with Little or No Hope
Owner elects to continue animal’s treatment despite a poor prognosis, but must pay in full for
estimated costs of ongoing care.

Proposed Letter of Compromise with Continuation of Services

File name: Wilson Compromise w’ Continuing Service

To be used when clients owe money and there is no evidence of professional negligence; letter
submitted to client in an effort to present options to settle the account and continue service to the
client.

Proposed Letter of Compromise with Termination of Services

File name: Wilson Compromise w’ Terminating Service
To be used when clients owe money and there is no evidence of professional negligence; letter
submitted to client in an effort to settle the account before terminating services.

Termination of the Doctor/Client Relationship

File name: Wilson Terminating Dr/Client Relations
Informs client that the practice is unable to provide further veterinary care due to the client’s
unacceptable attitude and/or behavior.

Request for Release of Medical Records

File name: Wilson Release of Medical Records
Client requests medical records to be released to a new practice.

Radiograph Release Form

File name: Wilson Radiograph Release Form
Pet owner takes custody of radiographs and accepts responsibility for returning them to the
practice.

Assumption of Risk and Responsibility for Pet Restraint by Owner in a Hospital Setting

File name: Wilson Restraint by Owner
Client releases the practice from liability if client insists on restraining the pet during exams or
treatment procedures, against the recommendation of the doctor.

Assumption of Risk and Responsibility for Animal Restraint by Owner in an Ambulatory Setting

File name: Wilson Restraint w/o Ancillary Staff
Client accepts responsibility for restraint of large and small animals when no staff assistance is
readily available.

Consent Form for Refill of Heartworm Medication Prescription Without a Blood Test

File name: Wilson Heartworm without Blood Test
If client declines heartworm-screening test with annual refill of heartworm medication, client waives
the practice’s liability for adverse affects.

Notice of Animal Cruelty

File name: Wilson Animal Cruelty Form
Warning to owners that any further evidence of animal cruelty will be reported to the local humane
society.
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Dangerous Animal Warning

File name: Wilson Dangerous Animal Warning
Owner acknowledges he has been informed that pet exhibits behavior that is potentially dangerous
to humans or other animals.

Consent Form for Euthanasia

File name: Wilson Consent for Euthanasia
In-depth euthanasia consent addressing the various ways practices must handle pets, depending
on whether they may or may not have bitten people or animals.

Agreement to Transfer Pet Ownership

File name: Wilson Pet Transfer of Ownership
Provides necessary information and consent for transfer of pets to the veterinary practice when
owners are unable to pay for care and the practice offers to find new homes for such pets.

Client Refusal to Authorize and/or Pay for Recommended Fecal Analyses and/or Parasiticides
File name: Wilson Refusal for Canine/Feline Fecal
Client refuses recommended fecal parasite analysis and/or treatment and releases the practice from
liability.

Consent Forms Related to Use of Pet for Educational Purposes

Consent Form for Donation of Pet for Educational Purposes

File name: Wilson Memorial Consent to Donate Pet
Client releases possession and ownership of pet to the practice and allows it to be used for
educational purposes.

Consent Form for Donation of Pet Remains

File name: Wilson Consent to Donate Pet Remains
Client releases possession and ownership of pet’'s remains and allows pet’s body to be used for
educational purposes by the practice.

Release of Information for Media or website Publication

File name: Wilson Release of Information for Media
Client allows information and images from patient to be released for use by the media or on
websites.

Other Consent Forms

Consent Form for Participation in Wildlife Rehabilitation Program

File name: Wilson Wildlife Rehabilitation Consent
Explains risks to volunteer participating in raptor and wildlife rehabilitation programs and obtains
informed consent to take responsibility for risks.

Employment Testing Consent Form

File name: Wilson Employment Testing Consent
Informs job applicant that he/she is voluntarily testing for employment and not entitled to monetary
compensation for time committed to such effort.

Pet Sitting Consent Form

File name: Wilson Pet Sitting Consent
Pet-sitting agreement with preauthorization for essential veterinary care during the client’s absence.
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Boarding Agreement for the Year and Pet Admission Agreement

File name: Wilson Boarding Agreement for Year

File name: Wilson Pet Admission Agreement

Boarding agreement with statement of kennel policies, vaccination verification, diet preference,
medication requirements, and preauthorization for essential veterinary care.

Pet Adoption Agreement

File name: Wilson Pet Adoption Agreement
New pet owner acknowledges that there is no guarantee or warranty of the health and/or
temperament of a pet adopted from this veterinary facility.
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This chapter covers the steps required to add a Classic medical note to a patient record. For
information on setting up a Classic medical note template in the Cornerstone* Practice Management
System, see “Chapter 18: Setting Up Classic Medical Notes” in the Cornerstone Administrator’'s Manual.

Overview

Classic medical notes are the “old style” of medical notes used in Cornerstone* 7.6 and prior versions.
You can continue to use your Classic medical notes, or you can convert them to enhanced medical
notes (see “Chapter 17: Setting Up Medical Notes and Correspondence” in the Cornerstone
Administrator’s Manual for information).

Classic medical notes are dated and stored in the patient’'s medical history. After the information is
finalized it cannot be changed, but an addendum can be added to a finalized Classic medical note.

IMPORTANT: You must use Classic medical note templates for surgery/anesthesia logs. Enhanced
medical notes do not support this feature at this time. See “Using Classic Medical Notes for
Surgery/Anesthesia Logs” on page 285 for information on using these templates.

Adding a Classic Medical Note for a Patient

All Classic medical notes are started from the Start New Document window where you select an existing
Classic medical note template to use and then insert the applicable data for the patient.

Before You Begin

» Set up Classic medical note templates for common types of information you enter (such as SOAP).
See “Chapter 18: Setting Up Classic Medical Notes” in the Cornerstone Administrator’s Manual for
information.

To add a Classic medical note for a patient:
1. Do one of the following:

e On the Patient Clipboard, right-click on a patient name in the Patient list area and select Medical
Note, or right-click anywhere within the Patient History area tabs and select Medical Note.

e Click the Medical Notes B | toolbar button.

e On the Activities menu, select Medical Notes.

The Start New Document window appears.
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™ Start New Document

M=%

(%) New client-patient document

Client [D: Monica Simoneau

() Merge fram file

Find Template
Title or IC:

|:| Search for waord

Patient 1D Fannie

Category: |* Classic medical note

Favorites: | Al Templates

Carrin Schulze, DM

Staff ID: | CS

w | Medical Mote
o Medical Mot text anly
V [ correspondence

|:| Correspondence text only

[T Prirt cnky
Title: Cateqgory | Type | 1D |
Comerstone Radiology [Imaging) Template * Clazsic medical note Medical Mote 2
Cormerstone Surgery Template * Clazsic medical note Medical Mote 1
Transfered W accination History * Clazsic medical note Medical Mote R4

[PROCEDURE]

[DATE]  [TIME]

Patient Information:  [PATIENT NAME]  [PATIENT ID]
Sex [SEX] Weight MWEIGHT]

Ereed [BREED]

Classic medical note selected in the Start New Document window

Depending on how you access the Start New Document window, the Client ID, Patient ID and Staff

ID fields may already be completed for you. Complete these fields as necessary (press F2 or

double-click to select an ID from a list), and press TAB to proceed to the next field.

Note: The Patient List appears automatically if there is more than one patient associated with the

selected client. Select the desired patient and click Select.

In the Category drop-down list, select *Classic medical note. (To keep them separate from
Enhanced medical notes, all Classic medical note templates are in the *Classic medical note

category. This category cannot be changed.)

Use additional fields in the Find Template area to locate the desired template. See “Using the Find
Template Options” on page 259 for information.

Click on a template in the list to see a preview of the Classic medical note in the preview area at the

bottom of the window.

Once you have located the desired template, select it and click OK (or double-click on the

template).

The template opens in the Classic Medical Notes window.
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B Lil" lillee - Classic Medical Motes

=JE)

X

Patient information
1D: 19804-LIL

Mame: Lil' lilee

5. 3 Mos.
DOMESTIC SHORTHAIR

Pre/Gen Anesthetic:
Prezurgical Assessment:
Attending Tech:

Time:

Histopathology:
Comment:

Consult items

Date Staff information

Date: Staff 1D: b Mark. J. Fiala Dt

Medical notes

Template: | Cornerstane Surgery Template [

9/13/2003 1600

Patient Informatior: — Lil' lilee  19804-LIL Breed: DOMESTIC SHORTHAIR
Sex: Female Wweight: 11 pounds

[1. Minimal Risk 2. Slight Risk 3. Moderate Risk 4. High Risk 5. Grave Risk]

11 pounds ok

Female
Cancel

Frint

[rata Entry

[#] Auta finalize after |1 Final []

i3] davs

Attach

Item D Guantity Description # - Sent to patient visit

Jist Filename

@Ehttp:x’x’www.idexx.c:om.-"animalhealth.-"c:c

Classic Medical Notes window

appears automatically upon opening the

If there are preset data entry fields in the selected template, the Medical Note Information dialog box

template. (To access this dialog box at any time while

adding the Classic medical note, click the Data Entry button or press F6.)

I® Medical Note Information

Entry | Item 1D | Walue
[PROCEDURE]

[INVOICE ITEM]

[INYOICE ITEMZ]

[RISK]

[TECH]

[DURATION]

[HISTORATHOLOGY]

[REMARKS]

[DATE]
[TIME]
[PATIENT NAME]

3/13/2003
16:00
Lil' ll=e

Apply to Patient Revenue |
Wisit List Center [ |

0 Spell Check

O

L]

I I[n

Lab work

Medical Note Information dialog box

8. Complete the medical note information fields as needed.

o Use the TAB key, arrow keys or the mouse to move from field to field.

e Inltem ID fields, type the item ID. You can also press F2 or double-click in any Item ID field to
choose an item from the Invoice ltem List.

Note: Invoice items that are added in Classic medical notes will transfer to the Patient Visit List
(PVL). Items entered in an Invoice Item data entry field will appear in the note text. If you want to add
items to the invoice while in a Classic medical note and you do not want them to appear in the text
of the note, set the invoice item as a consult item. ltems entered in a Consult Item data entry field
will not appear in the text, but will display in the lower left area of the Classic Medical Note window.

9. When finished, click OK to return to the Classic Medical Notes window.
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10. If you want to mark the changes as final, choose one of the following options:
o To manually finalize template information now, click the Final check box.

o To automatically finalize template information at a later date, click the Auto finalize after check
box and enter the number of days.
Note: Templates with a status of Final cannot be altered.

11. If your Classic medical note has invoice items or consult items on it and you did not finalize your
template, you have the option of transferring your items to the Patient Visit List. Click OK to transfer
items to the PVL, or choose No if you do not want to transfer items at this time. An asterisk *
appears next to consult items that have already been transferred to the PVL. Changes to these items
must be made in the PVL.

12. To attach a file to the Classic medical note, in the Attachments box, right-click and select one of the
following options:

o Select New File to attach a new file to the medical note. Some file types that can be attached
are Microsoft® Word documents (.doc), Microsoft® Excel® spreadsheet files (.xIs), Adobe®
Reader® documents (.pdf), and WAV audio files (.wav).

o Select New URL to locate a web page address to attach to the medical note. Your default web
browser opens. Locate the web page you want to attach and copy the address. Return to
Cornerstone, right-click again in the Attachments box, and select Paste URL.

Tip: Attachments can be viewed in patient history. A paper clip indicates which Classic medical
notes have attachments. In the patient’'s medical history, select the Classic medical note you want to
view. The Classic Medical Notes window appears. In the Attachments box, double-click the
document or web page you want to see.

Note: To view the attached files in Cornerstone, you must have the software that created the files on
your workstation. To view web pages, you must have access to the Internet.

13. To review your fields for spelling errors, click Spell Check.
14. When finished, click OK to close the Classic Medical Notes window.

Classic medical notes appear on the Patient History Report, as well as the Check-In Report. (See
“Patient History Report” on page 77 or “Check-In Report” on page 126.)

Using Classic Medical Notes for Surgery/Anesthesia Logs
You must use Classic medical note templates for surgery/anesthesia logs. (Enhanced medical notes do
not support this feature at this time.)

Note: For Cornerstone 8.0 and prior versions, a Classic medical note must also be used to add a
radiology (imaging) log for a patient.

To add a Surgery/Anesthesia medical note for a patient:
1. Do one of the following:
¢ On the Patient Clipboard, right-click on a patient name in the Patient list area and select Medical
Note, or right-click anywhere within the Patient History area tabs and select Medical Note.
e (Click the Medical Notes = toolbar button.
e On the Activities menu, select Medical Notes.

The Start New Document window appears.
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2. Inthe Category drop-down list, select *Classic medical note.

In the document template list, scroll to locate and then double-click on the Cornerstone Surgery
Template.

4. On the Medical Note Information dialog box, complete the fields as needed.
Click OK.

6. If you want to mark the changes as final, choose one of the following options:
e To manually finalize template information now, click the Final check box.

o To automatically finalize template information at a later date, click the Auto finalize after check
box and enter the number of days.

7. Click OK.

8. Click Close.

To preview or print the Surgery/Anesthesia Log:

1. Onthe Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign to the left of Practice, and then select the Surgery/Anesthesia
Log.

3. Click Create report.

4. Specify any desired filters for the sort order and range.

5. Click Preview to view the log in the Reports Preview window.
6. Click Print.

Adding an Addendum to a Finalized Classic Medical Note

You can add an addendum to insert additional notes at the bottom of a finalized Classic medical note.
This adds an ADDENDUM section to the end of the Classic medical note that includes the added text,
plus the date, time and staff member who added the addendum. In addition, the line in patient history
shows the date of the most recent addendum.
To add an addendum to a finalized Classic medical note:
1. Do one of the following:

e On the Patient Clipboard, on the Summary tab or Medical Notes tab, right-click on the finalized

note and select Addendum.
e With a finalized Classic medical note open, click the Addendum button.

The Addendum dialog box appears.

Addendum

Staff ID: b Mark J. Fiala D% ok

| Cancel

Spell Check.

Addendum dialog box

2. Type the Staff ID and press TAB.
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3. Type the addendum text and click OK.

The addendum is added to the Classic medical note and “***ADDENDUM [addendum date]” is
added to the Classic medical note line in patient history.
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Documenting Medical Problems in a Patient’s Record

A list of active, acute, chronic, resolved or verified incorrect problems can be added to the patient’s
record. Once a problem is included in the patient’s record, it cannot be deleted, but can be designated
as Verified Incorrect.

Before You Begin

e Set up problem categories (Controls > Problems > Problem Categories).
e Setup aproblem list (Controls > Problems > Problem List).

To add a problem to a patient’s record:

1. Do one of the following:

¢ On the Patient Clipboard, select the client, and then right-click on the patient’'s name in the
Patient list area and select Problems from the pop-up menu.

e On the Activities menu, select Problems.

The Problems dialog box appears.

I Problems for Maggie

=[x

Patient information
1D: (1321
Mame: Maggie

s, 7 Mos.
SPANIEL, ENG. SPRING

35 pounds
Spay

Prablem

Problem Description

8z Lameness

tinar

‘ Severity

State

w |Resolved

w

Create
Staff

Create Date | Modified
Date

[w|Mw  09/07/2009 9/7/2009

w

004000000

0k

Cancel

Problems dialog box

2. Inthe ID field, if the patient ID doesn’t display, type the patient ID or press F2 to use the Patient List
to choose a patient.

3. Inthe first available row’s Problem column, type the problem ID and press TAB or press F2 to use
the Problem List to choose a problem. (To quickly locate the problem you want to add on the
Problem List, click the Search for word check box and enter all or part of the problem description.)

4. In the Severity column, select whether the problem is minor or major.

5. Inthe State column, select one of the following options: Active, Acute, Chronic, Resolved, or Verified
Incorrect. Problems marked as Active, Acute or Chronic display in red. Problems marked as
Resolved or Verified Incorrect display in green.
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6. Inthe Create Staff column, enter the ID of the staff member who is responsible for determining the
problem.

7. Inthe Create Date column, change the date if necessary.
Note: The date in the Modified Date column cannot be changed.
8. When finished adding problems, click OK.

Tip: Problems can also be added to a patient’s record when adding the problem as part of a medical
note or correspondence document. See “Inserting a Problem Description or Problem Details” on page

250 for more information.

Viewing a Patient’s Problem History

Problems are saved in patients’ permanent medical history and can be viewed at any time from the

Patient Clipboard Patient History area Summary, Text or Problems tabs. Look for the Problems &3]
icon.

e Problems marked as Active, Acute or Chronic display in red.

o Problems marked as Resolved or Verified Incorrect display in green.

I® Adams, Kimberly - Patient Clipboard E]@
Client Patient Iist@
Client 10: [1 Kimberly Adarms Pet Dvner Name | Species | Breed ‘ Sex [~
Patient | Balance Due $835.87 Accept All Payments Total Patients: 7 Barksalot Canine FRietriever, Labrador Mix Meutered Ma-
Search| (715)681-2605 [Home) Active Patients: 5 /o5l Feline Mediumhair, Domestic Spayed Fem: v
Client information Patient information
A N s s Gialey B e R e 6
Kimberly Adars Status: Active 1D 15253
N C
7965 Wwiest 172 Temace Class:  Pet Dwner et
Status:  Active
Referred: 0 clients Class: Family Pet Sew. Spaped Female
Eau Claire, Wi
4703 Refered by: 5325 KatieJacks Birthdate:  1./1/2001 Breed: Mediumhair, Domestic
10%rs. O Mos Color.  Calica
kimmyadams567 @yahon.com 138 pounds Markings
Hame Practice: 1 Ward Cage
Summary | Text | Problems Dx Rx | Medical Mates Lab | Vital Signs Full Size View
|| staff | Histon 2
[ RAETE I - || Diarthea [Minor, Active] ]
EA1B/2010 ﬁ 12.20 pounds
EA15/2010 Ei Hx, Exam, Assessment, Plan (H.EA P or S0AP) - TENTATIVE
EA120M0 Bl LP Authorization for Anestheisia and/ar Surgery - TENTATIVE
q2222m0 5| BF Catalyst Dx results from Lab: IDEXA Yetlab In-clinic Laboratory
q2272m0 @ BF |IDEX VetLab UA results from Lab: 1DE¥X Vetlab In-clinic Laboratary
4/22/2mM0 '@ BF WetStat results from Lab: IDEX VetLab In-clinic Laboratany
A2222m0 @ OBF FioCyte Dx results from Lab: IDEXX Yetlab In-clinic Laboratory
4/22/2mM0 '@ BF SMAPshot Dy results from Lab: IDEXZ< Wetlab In-clinic Labaratany
22200 EE 12.00 pounds
Flovs 4 to 13 of 33 [v]
[ fioto Date ] I Print History ] I T ] [IHide Whiteboard Notes Hida voided items

Problems shown in patient history on the Patient Clipboard

Note: On the Patient History area Problems tab, any medical notes linked to the problem display in the
bottom half of the tab. You can double-click on a medical note to view it.

Adding and Updating Diagnoses
Use diagnostic codes to enter tentative, ruled out and final diagnoses in a patient’s record.
Before You Begin

» Set up any additional diagnostic codes (Lists > Diagnostic Codes). Cornerstone contains the
standard VPI® (Veterinary Pet Insurance) codes.
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To enter a new diagnosis:
1. Do one of the following to access the Patient Diagnosis dialog box:

e On the Patient Clipboard, select the client, and then right-click on the patient’'s name in the
Patient list area and select Diagnosis from the pop-up menu.

e Click the Patient Diagnosis ﬂtoolbar button.
e On the Activities menu, select Diagnosis.

The Patient Diagnosis dialog box appears.

I® Patient Diagnosis E]
Patient information
1D: 136804-4 413, 11 Mos. 11.3 pounds
Mame: Fances Face DOMESTIC SHORTHAIR  Spay
Code Diagnosis |’ Date Status Staff fad
83001 Healthy Adult 03/07 /2009 c Final e | s
| S v
3 2
€3 2
3] >
& [
= 2
= v
3 st
2 v
i) :v
3 2
£ v -
hd
< 2]

Patient Diagnosis dialog box

2. Inthe ID field, if the patient ID doesn’t display, type the patient ID or press F2 to use the Patient List
to choose a patient.

3. Inthe first available row, enter the diagnostic Code. Press F2 to select a code from the Diagnostic
Codes List. (You can also add a new code or update a diagnostic code from the list.) The diagnosis
displays.

4. If you use Patient Advisor* and want to include a reminder for the diagnosis, click the check box
under the column with the feather symbol (.ﬂ).

If necessary, change the Date to an earlier date (defaults to the current date).

6. If necessary, update the Status to a Tentative, Ruled Out or Final diagnosis.

7. Enter the Staff ID of the person making the diagnosis. (You may need to use the horizontal scrollbar
at the bottom of the box to see the Staff Name.)

IMPORTANT: Once you click OK, the diagnosis is added to patient’s medical history and cannot be
changed or deleted.

8. To update a tentative diagnosis, click the Status column drop-down list for the existing tentative
diagnosis and select Final or Ruled Out. A message appears to confirm that you want to update
the diagnosis. Click Yes.

9. Click OK to save your changes.

Note: Tentative diagnoses appear green in the Patient Diagnosis dialog box once saved.
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Tip: A diagnosis can also be added to a patient’s record when adding the diagnosis as part of a medical

note or correspondence document. See “Inserting a Diagnosis Description or Diagnosis Details” on page
252 for more information.

To update a diagnosis from the Patient Clipboard - Patient History area Dx tab:
1. With the patient selected on the Patient Clipboard, click the Dx tab in the Patient History area.

2. Right-click the tentative diagnosis and select Update. The Patient Diagnosis dialog box appears.

I Patient Diagnosis
Diagnosis information
Ok
Date: | 09/24/2009 (2] -
Staff 1D M Mark J. Fiala D%
Select Diagnosis Status: (%) Final () Ruled Out

Update Patient Diagnosis

3. Change the Date and Staff ID, if needed.
4. For the Select Diagnosis Status setting, select Final or Ruled Out, and click OK.
5. A message appears to confirm that you want to update the diagnosis. Click Yes.
To view diagnoses for patients, print a Patient Diagnosis Report.
Patient diagnoses also appear on the Patient History Report, as well as the Check-In Report. (See
“Patient History Report” on page 77 or “Check-In Report” on page 126.)
Viewing a Patient’s Diagnosis History

Diagnoses are saved in patients’ permanent medical history and can be viewed at any time from the
Patient Clipboard Patient History area Summary, Text or Dx tabs. Look for the Diagnosis @/ icon.

I® Adams, Kimberly - Patient Clipboard E]@
Client Patient Iist@
Client 10: [1 Kimberly Adarms Pet Dvner Name | Species | Breed ‘ Sex [~
Patient | Balance Due $835.87 Accept All Pagments Total Patients: 7 Barksalot Canine Retriever, Labrador Mix Meutered Ma-
Search| (715)681-2605  [Home) Active Patients: 5 |-3% Feline Mediumhair, Domestic Spayed Femiv
Client information Patient information
Ome m &N AR “alsy B a3 mEE e 6
Kimberly Adars Status: Active 1D 8632
N Barkzalot
7965 Wwiest 172 Temace Class:  Pet Dwner e Baeal
Status:  Active
Referred: 0 clients Class: Family Pet Sew: Meutered Male
Eau Claire, Wi
54703 Refenzd by: 5325 KatizJacks Birthdate:  12/16/2000 Breed: Retriever, Labrador Mix
10%rs. 1 Moz Color.  Black/Tan
kimmyadams567 @yahon.com 46 pounds Markings
Hame Practice: 1 Ward Cage
Summary | Text | Problems Dx Rx | Medical Mates Lab | Vital Signs Full Size View
Date ‘ Staff ‘ Histary i
1zi8/2008 [H] L 8.00 sach of Clindamycin [antirobe) 25mag tablet (CLIZS) for $19.84 by C5
Torzrzo0e @l L Fecal-Mo Ova Seen Final
il ST inl 100 Annualiecal fost exam (FEA] for 23 A0 by B
10r24/2008 @ UM Pancrestitis Final ]
10/21/2008 _’ JH fuids mk Practice: 1
/212008 3] wD 1.00 Sub G fluids (SOF) for $25.50 by R
1002002008 gF UM 18.00 each of Baytil tablet B8mg [BAYEE) Rx # B303 0 of 0 Refills
/202008 & ON Hematolagy results from Lab: 1DEX VetLab In-clinic Labaratory
1042042008 '@ JN Chennistry results from Lab: IDEX VetLab [n-clinic Laboratany
/2042008 | UM Chemistry results from Lab: IDEX< Wetl ab In-clinic Laboratory
Fows 56 to 67 of 682 v
[ Go to Date l I Print Histary ] I Preview ] [JHide “whiteboard Notes [¥]Hide voided items

Diagnoses shown in patient history on the Patient Clipboard
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Overview

Using the prescription options in the Cornerstone* Practice Management System, you can easily create,
refill, renew, correct, view and void a prescription. You can also print (or reprint) prescription labels and
generate prescription reports.

Before You Begin

e Set Prescriptions defaults (Controls > Defaults > Practice and Workstation > select
Prescriptions from the menu on the left).

e Set up the prescription instructions your practice uses (Lists > Prescription Instructions).
e Make sure the printer you use for prescription labels is assigned in Cornerstone.

e (Optional) Specify if you want pet pictures to print on prescription labels in Workstation defaults
(Controls > Defaults > Practice and Workstation > select Workstation from the menu on the
left).

Note: Pet pictures print very small on labels. The picture may take up space needed for text.

Viewing a Patient’s Prescription History

Viewing Prescription Information on the Patient Clipboard* - Patient History Tabs

Prescriptions are saved in patients’ permanent medical history and can be viewed at any time from the
Patient Clipboard Patient History area Summary, Text or Rx tabs.

e Prescription information is immediately placed in the patient’s permanent medical history when you
save the prescription. In patient history, the ﬂ icon indicates a prescription item.

o If you want to verify that the prescription was invoiced, look for the prescription item with the billing
code in patient history. In patient history, the @ icon indicates an item has been billed.
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I Dowell, Heather - Patient Clipboard E]@

Client Patient list(]
Client [D; [19804 | Heather M. Dowell ON § PLAN Name [ Species | Breed [ Sex [~
Patient | Balance Due $0.00 Cash or Check Total Patients: g Lil liles FELINE DOMESTIC SHORTHAIR Female !
Search| (715]358-8314  (Cellular] Active Pafients. 4 [12nner CANINE AMER. STAFFORDSHIRE Heuter ~|
Client information Patient information

Csnas D e NE “As3 R e Y EEHE S

Heather M. Dowell Status: Active 1D: 201564

1191 Chester Ave. S € Class: ON $ PLAN Neme: Tarmet

Status. Active
Refered: 0 clients Class: House Pet Sex: Meuter
Eau Claire, '/
54703 Bithdate: 6/18/2005 Breed: AMER. STAFFORDSHIRE
4%1s, 2 Mos, Color: - Tan/white
75 pounds Markings:
Home Practice: &G wand Cage:
Summary | Text | Problems | Dx | Rx | Medical Motes | Lab | Vital Signs Full Size View
Date | Staff | Histary

11732006 &F| Mw 14.00 TABLET of Metronidazole 500 mg [13756) Rx #: 102055 0 of 0 Refills
114372006 [ Mw 14.00 TABLET of Metronidazole 500 mg [13756) for $25.21 by HMD
TIA7200E B T pounds
10/25/2006  [#] BR 1.00 EXAMINATION [2360] for $44.81 by JM
10/12/2006 B 71.1 pounds
10/4/2006  HE 721 pounds
10/3/2008 = ER CEPHALEXIN: THIS MEDICATION |5 AM AMTIBIOTIC. USE IT A5 PRESCRIBED ON THE LABEL. DCCASIOMALLY. & PET THAT IS SENSITIVE TO AM ANTI
10/3/2006  [#] BR 1.00 EXAMINATION [2360] for $44.81 by JM
a/25/2006  [#] o 1.00 LICENSE ALTERED 1 YEAR [6562) for $5.00 by JM
9/13/2006  §F| ER 56.00 CAPSULE of Cephalexin 500 mg [I1376) Rx #: 100393 0 of 0 Refills
aas/2006  [#] BR 56,00 CAPSULE of Cephalexin 500 mg [11376] for $34.59 by
Rows 13 to 23 of 71

[ Goto Date ] [ Print Histary ] [ Previem ] [ Hide Whiteboard Motes [¥] Hide woided items

Prescription items shown in patient history on the Patient Clipboard

Viewing Prescription Information on the Prescription Labels Dialog Box

The Prescription Labels dialog box can be used in place of the Patient Clipboard to view or enter
prescription information. This dialog box shows the patient’s prescription history and allows you to sort
the prescription history by Date or by Rx Number.

To open the Prescription Labels dialog box:

» Do one of the following:
e (Click the Prescription Labels ﬂ toolbar button.
¢ On the Activities menu, select Prescription Labels.
The Prescription Labels dialog box appears.

I® Prescription Labels
Search by Client and patient information Sort by
Client 1D: Kimberly Adams
Patient 1D Barksalat
9%z, 10 Moz, 454 pounds O Fix Number
Meutered Male Retriever, Labradar Mix
Rx Murnber:
Prescription history
Date Fi= Item Description Refillz Gty Oty Remaining | Prescribed by || Woid
RA1/2010 7477 Baptril tablet 22, Frg Woid 1.00 0.00 Leonard E. Aagard
12/18/2009 7464 Clindarmycin [antirabe) 25mg tablet 0 8.00 0.00 Leslie E. Aelfrey, D
12/18/2009 7463 Rimadyl 100mg Chewable tablet 0 1200 0.00  Leslie E. Aelfrey, DY
10/20/2008 B203 B aptril tablet E8mg 1] 1a.00 0.00 Jeremish J. Bugher
8/14/2008 5270 B aptril atic 15 ml 1 1.00 1.00 Kathleen M. Charpe
F/a/2008 0 4903 B aptril tablet E8mg 1] 10,00 000 Kathleen M. Charpe
v

Prescription Labels dialog box
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From the Prescription Labels dialog box, you can:

e Click New to create a new prescription.

Chapter 20: Working with Prescriptions

e Click View to look at a prescription’s information or print a prescription label.

e (lick Renew to create a new prescription based on a previous prescription.

e Click Refill to refill an existing prescription.

e (Click Void to void a prescription.

e (Click Correct to correct a prescription.

¢ Click Cancel to clear this patient’s prescription history from the dialog box and begin a new search.

e C(Click Close (available when the prescription history is empty) to exit the Prescription Labels dialog

box.

Creating a Prescription

You can enter prescription information into Cornerstone in one location and then use that information to
print a prescription label, place the prescription information into the patient’s permanent medical history
and place the prescription on the Patient Visit List (PVL), where it is saved to transfer to the invoice.

Note: Prescription numbers are always generated automatically and cannot be changed. Cornerstone
applies the prescription number when the prescription is saved.

To create a new prescription:

1. With the patient’s record open on the Patient Clipboard, in the Patient list area, right-click the

patient's name and select Prescribe.

The Prescription Information dialog box appears.

I® Prescription Information - New

Prescribed by: MW | Mark J. Fiala DM
Filled by: FAT | Katie M. Coggins CWT

Damon Gowlland - 9383 CANINE
Alr - 9383-4
R number:
Itern 1D: 10761 W alium Smg
Quantity: 2-UUQ
Refills: (0 % [ Refil as needed

Date provided: 06/21/2010 531' E zpiration Date: (0040040000 [ad)

Female

75 pounds RETRIEVER, LABRADOR 13Yrs. 0Mas.

Controlled Substance

Total Gry: 2.00

Ingtruction (D BIDC 1 CAP TWICE Day

Inzstructions; [GIWE 1 CAPSULE TWICE DAILY BY MOUTH UNTIL GONE.

Spell Check,

Apply to invoice Revenue center: P Fharmacy

Price: $13.28

Ok

o]

Prescription Information dialog box

Note: You can also create a prescription label during invoicing by entering the prescription invoice
item ID on an invoice line and clicking the Rx Label button.

2. Inthe Item ID field, enter the ID of the invoice item being prescribed by either typing the ID or
pressing F2 to search for and select the item from the Invoice Item List.
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Note: If you have the Veterinary Pharmacy Reference™ module, an Interaction Warnings window
may appear if any known interactions exist for the selected drug.

In the Quantity field, type the amount being prescribed, based on the item’s selling unit of measure.

If the selected invoice item requires inventory details to be verified, a red question mark ﬂ icon
appears. Click the icon, and enter the inventory details and click the Verified check box to verify the
details for each item.

After entering inventory details and clicking OK, the red question mark icon changes to a green
invoice if a location, lot number, and/or expiration date has not been selected. (This applies only to
those items you have selected to track quantity on hand, lot numbers, expiration dates, and/or
multiple locations.)

If applicable, in the Refills field, type the number of refills allowed for the prescription. If the
prescription does not have a set number of refills and should be refilled only when needed, select
Refill as needed.

If necessary, in the Date provided field, type the date the prescription was provided. (Cornerstone
displays the current system date by default.)

If necessary, in the Expiration Date field, type the date the prescription expires.

In the Prescribed by field, type the ID of the staff member who prescribed the item by either typing
the ID or pressing F2 to search for and select the staff member from the Staff List.

If the Filled by staff is required in your practice (set in Prescriptions defaults), in the Filled by field,
type the ID of the staff member who filled the prescription by either typing the ID or pressing F2 to
search for and select the staff member from the Staff List.

In the Instruction ID field, if applicable, enter the ID of the prescription instructions to print on the
bottom of the prescription label by either typing the ID or pressing F2 to search for and select the
instructions from the Prescription Instructions List. The instructions that will print display in the
Instructions text box.

Note: If instructions are already linked to the invoice item, those instructions appear automatically.
If necessary, change the prescription instruction text that will print on the label.

Note: The box size and font size represents the actual size of the text that will print on the
prescription label. If the text exceeds the size of the printed area allowed, the text displays in red as
a warning that this text will not be included on the label. Adjust accordingly until no red text displays.

Tip: If desired, you can print prescriptions using a smaller font by selecting the Small fonts check
box in Prescriptions defaults.

To review the instruction text for spelling errors, click Spell Check.

If you do not want this prescription placed on the Patient Visit List (to be applied to an invoice), clear
the Apply to invoice check box.

Tip: Clear the Apply to invoice check box if the item has already been invoiced but the label needs
to be printed or reprinted.

If the Apply to invoice check box is selected, the Price field displays the current price of the item
based on the quantity listed on the prescription. If necessary, change the price.
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If using revenue centers, in the Revenue Center field, enter the revenue center to which this
prescription is assigned by either typing the Revenue ID or pressing F2 to search for and select the
revenue center from the Revenue Center List.

Click OK to save the prescription and place it in the patient’'s medical history. If Apply to Invoice
was selected, Cornerstone also places the prescription on the Patient Visit List.

Note: If the same prescription item already exists on the Patient Visit List, a message appears
asking whether to override or add the prescription. Click Override to replace the prescription on the
Patient Visit List with the current prescription. Click Add to include the prescription along with the
already existing prescription item.

On the Cornerstone Print Options dialog box, click OK to print a prescription label or click Cancel to
exit without printing. (See “Printing Prescription Labels” on page 298 for more information.)

Refilling a Prescription
You can easily refill a patient’s prescription if there are refills available.

Note: The selected prescription must have refills available in order to refill the prescription.

To refill a prescription:

1.

With the patient’s record open on the Patient Clipboard, in the Patient History area, click the
Summary, Text or Rx tab.

Highlight the most recent prescription of the item to refill, and then right-click and select Refill. The
Prescription Information — Refill dialog box appears for the selected prescription.

I Prescription Information - Refill
(] 8
Kimberly Adams - 1 Canine Meutered Male -
Barksalot - 6692 454 pounds Rietriever, Labrador Mix  9%rs. 10 Mos.
R number: 5270
ltern ID: BAYO1S | |Baytril otic 15 ml
Guantity: 1-UUJ Femaining Qty: 1 of 2
Refills: 1 4 [ FRefill as needed
Date provided: 0341 2/2004 %) Ewpiration Date: 11/08/2013 18 Originally provided on 841442008
Prezcribed by: Originally prezcribed by
Filed by: K.athleen M. Charpentier
Ingtruction D EAR M Ear Medication
|ngtructiong: #fter cleaning ears Instill 45 drops into ear canal and message for
30 seconds. Do this once daily for ¥ to 10 days then rechech -
.y Spell Check.
Apply to invaice Revenue center: Price: $21.25

Prescription Information — Refill dialog box

The Quantity field displays the original amount prescribed for the patient. If necessary, type a new
amount of the item dispensed for this refill of the prescription.

Note: The entered quantity cannot exceed the remaining quantity listed in the Remaining Qty field,
which displays the remaining quantity available for refilling this prescription out of the total quantity
originally prescribed.

Depending on how the prescription was originally set up, either the Refills field or the Refill as
needed option will be available. If necessary, adjust the number of refills for this prescription.
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5. Complete the remaining prescription information fields as needed. (See “Creating a Prescription” on
page 294 for information on prescription information fields.)

6. When finished, click OK to save the prescription and place it in the patient’s medical history. If Apply
to invoice was selected, Cornerstone also places the prescription on the Patient Visit List.

7. On the Cornerstone Print Options dialog box, click OK to print a prescription label or click Cancel to
exit without printing. (See “Printing Prescription Labels” on page 298 for more information.)

For a list of prescriptions with refills remaining, print a Prescription Refill Log Report.

Renewing a Prescription
You can create a new prescription based on a previous prescription’s information by renewing it.

To renew a prescription:

1. With the patient’s record open on the Patient Clipboard, in the Patient History area, click the
Summary, Text or Rx tab.

2. Highlight the most recent prescription of the item to renew, and then right-click and select Renew.
The Prescription Information — Renew dialog box appears for the selected prescription.

3. Enter prescription information (quantity, refills, expiration date, etc.). (See “Creating a Prescription”
on page 294 for information on prescription information fields.)

4. When finished, click OK to save the prescription and place it in the patient's medical history. If Apply
to invoice was selected, Cornerstone also places the prescription on the Patient Visit List.

5. On the Cornerstone Print Options dialog box, click OK to print a prescription label or click Cancel to
exit without printing. (See “Printing Prescription Labels” on page 298 for more information.)

Correcting a Prescription
If wrong information was entered for a prescription, you can easily correct it. The old prescription
appears as a voided prescription in the patient’s history.
To correct a prescription:

1. With the patient’s record open on the Patient Clipboard, in the Patient History area, click the
Summary, Text or Rx tab.

2. Highlight the prescription to correct, and then right-click and select Correct. The Prescription
Information - Renew dialog box appears for the selected prescription.

3. Make any necessary corrections to the prescription information fields. (See “Creating a Prescription”
on page 294 for information on prescription information fields.)

4. When finished, click OK to save the prescription and place it in the patient's medical history. If Apply
to invoice was selected, Cornerstone also places the prescription on the Patient Visit List.

5. On the Cornerstone Print Options dialog box, click OK to print a prescription label or click Cancel to
exit without printing. (See “Printing Prescription Labels” on page 298 for more information.)

Voiding a Prescription

To cancel a prescription, you can void it. If you then want to refill or renew the prescription, you must use
a previous prescription for that item or create a new prescription.

Note: It is only possible to void the most recent action on a prescription. You cannot void a prescription
until any refilled prescriptions have been voided.
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To void a prescription:

1.

With the patient’s record open on the Patient Clipboard, in the Patient History area, click the
Summary, Text or Rx tab.

Highlight the prescription to void, and then right-click and select Void.

A message appears asking if you would like to void the selected prescription. Click Yes to confirm
the void.

If the Hide voided items option is selected on the Patient Clipboard, the voided prescription is hidden in
the Patient History area.

Printing Prescription Labels
Although Cornerstone automatically prompts you to print a prescription label when you create, refill or
renew a prescription, you can print (or reprint) a prescription label at any time.

To print or reprint a prescription label:

1.

6.
7.

With the patient’s record open on the Patient Clipboard, in the Patient History area, click the
Summary, Text or Rx tab.

Highlight the applicable prescription, and then right-click and select View. The Prescription
Information - View dialog box appears.

Click the Preview button if you would like to preview the prescription label in a Print Preview window
before printing the label or saving the data from the label to a file.

Click the Print button to print the prescription label directly to a selected printer. The Cornerstone
Print Options dialog box appears.

The Printer field displays the default printer selected within Printer Assignments for prescription
labels (select File > Printer Assignment > General Reports > Prescription Labels). If you would

like to print the label on a different printer, click the Printer button to access the Printer Selection
dialog box and select the desired printer.

In the Copies field, type the number of label copies to print.
Click OK to print the label.

Prescription Reports
Cornerstone includes several reports related to prescription labels.

To access Prescription reports:

1.
2.

On the Reports menu, select Find a Report. The Report Search window appears.

In the Reports list, click the plus sign to the left of Prescription to expand the list of prescription
reports.
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Client Medication and Dietary History
Sorted By Client Last Name and Patient Name

ID  Patient Name Rx# Invoice ltem Date  Qty. Refill Statf Name

Client Name: ~ Callus, Terri

85811 Binky 107100 Amoxiclin 50 mg ,.({m 1 Fidla DVM, Mark J
sctons: GVE | TASLET TWICE DALY S MBUTH LT GONE.

85811 Binky 105102 Metimazole 5 mg 2 3018 Fiala DVM, Mark J.
mauctoes: TASLET ONGE DALY BY MEN] /1. PLEASEH =

5811 Binky 105192 Meimazok 5 LR 30 406 Fiaka DVM, Mark J

Pamctes: GE UZTARLET DV
86811 Binky 105192 etz 5y ;%a )

FORVOMTNG 07
5016 Fiala DVM, Mark J

Prescription reports

Tip: You can also view prescriptions in a patient’s medical history by printing the Patient History
Report. When creating the report, under History, make sure Prescriptions is selected. (On the report,
history entries of type P are prescriptions.)

Prescription History Report

Use the Prescription History Report to see which items have been prescribed for which patients and by
whom. This report can be sorted by client ID or last name, invoice item description or prescription date.

Client Medication and Dietary History
Sorted By Client Last Name and Patient Mame

Prescription Instructions Report

ID Patient Name Rx# Date Qty. Refill  Staff Name

Cliert Name: Gail, Abby .

fatala) Starbuck a2 Acepromazine 10 mg Q200 10 1 Stanley, Adrianna
Imslructians: inlha marai inl i

Use the Prescription Instructions Report to see the instruction IDs currently set up in Cornerstone. This
report can be sorted by prescription instruction or prescription ID.

Prescription Instructions
Sorted By Description

Cornerstone User’s Manual

o Description Frescription Instruction Te:xt
1 Administer twice daily Give one dose in the moming and ane in the evening.
[ Medication Impotance MOTE: It'sveny important thatthe patient doesn't miss any doses. I's critical to

the health of your pet that the medication iz administerad at the same time sach
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Prescription Refill Log

The Prescription Refill Log Report contains the same information as the Prescription History Report, but
only for prescriptions with refills remaining. This report can be sorted by client last name or invoice item
description.

Prescription Refill Log Report
Sorted By Client Last Name And Patient Name

D Patient Hame Rx# Invoice ftem Date Oty Refill Staff Name

Cliert Hame: Gail, Abboy .
555 Starbuck 58 Acepromazine 10 mg Q28100 10 1 Stanley, Adrianr
Imirudtiams:  Ghie ane dase inthe marning and ana inLhe @naning.
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Chapter 21: Getting Started Using Cornerstone Inventory
Chapter 22: Using a Single Location Inventory System
Chapter 23: Using a Multiple Location Inventory System
Chapter 24: Other Inventory Tasks

Chapter 25: Electronic Inventory Ordering with IDEXX SmartOrder* Inventory Solution and
MWI Veterinary Supply®
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Chapter 21: Getting Started Using Cornerstone® Inventory

This chapter covers getting started with daily usage tasks in Cornerstone Inventory. For information on
items and inventory setup, see “Chapter 7: Getting Started with Cornerstone Inventory Setup” in the
Cornerstone Administrator’s Manual.

Overview
One of the main purposes of Cornerstone* Inventory is to help you track your inventory so you can
manage your practice’s cash flow more efficiently. In order to track your inventory correctly, you will want
to be able to quickly see information about inventory items.

This chapter covers the following tasks to help you get started using Cornerstone Inventory:
e Accessing Cornerstone Inventory

e Determining if you are using a single location or multiple location inventory system (different work
flows and associated documentation and training are used with each type of inventory system)

e Working with Cornerstone Inventory windows
e Searching for inventory items

e Accounting for internal stock usage

Before You Begin

e Security access to inventory features should be set up prior to using Cornerstone Inventory. For
more information, see the Cornerstone Staff Security instructions you received separately when you
purchased the Cornerstone software.

e Before using Cornerstone Inventory, you first need to add your inventory items and set up the
inventory system to meet the needs of your practice. See “Chapter 10: Setting Up Your Invoice
ltems” in the Cornerstone Administrator's Manual for more information setting up Cornerstone
Inventory.

e The inventory windows require that Windows® Internet Explorer® 7 or later be installed on each
workstation. It does not have to be used as the default Internet browser.

Accessing Cornerstone Inventory

To access Cornerstone Inventory features:
» Select the Cornerstone Inventory feature from the Inventory menu on the Cornerstone menu bar.

Using Cornerstone Inventory - Single or Multiple Location System
Depending on the needs of your practice, your Cornerstone Inventory system may have initially been set
up as a single location (the default) or multiple location (advanced) system.

¢ With single location inventory, an inventory item is stored in only one location.

o With multiple location inventory, each item can have quantities stored in multiple locations (any
item can be used in any location).
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See “Chapter 7: Getting Started with Cornerstone Inventory Setup” in the Cornerstone Administrator’s
Manual for more information on the differences between single and multiple location inventory systems.

How Can I Tell Which Type of Inventory Setup Is in Use Now?

For Cornerstone versions 7.6 and above, you can check to see what type of inventory setup was
installed by checking the display of your Purchasing Work List window (Inventory > Purchasing Work
List). If you have single location inventory, the Want/Suggested List tab is the only tab available at the
top of the window. If you have multiple location inventory, the advanced Locate an ltem and Quantity at
Location tabs are also available.

Tip: For Cornerstone versions 7.6 and above, single location inventory is the default inventory setup
used for all new Cornerstone system installations.

Working within Cornerstone Inventory Windows

Note: There are two styles of windows within Cornerstone Inventory. For windows that have been
updated to the grid style, see “Working with Invoice ltem Grid Sort and Display Options” below.

Arranging Columns

Within most Cornerstone Inventory windows, columns can be added, removed and rearranged. The
arrangement of columns is based on which user is logged into Cornerstone. Once a user sets a column
arrangement, it is displayed every time that user logs in.

[B=1%]

P Vendor List

Vendor Status

I Active only v

Right-click on the
heading line and select
the columns to view.

43 of 64 vendors

v ID

APT Prermier Pet Products (800)933-5595
(507)289-2318

(800)633-3796

Account number

asc Amald"s Supply Customner Service

Status
BaY Bayer Corparation

Address 1
BUT Butler Comnpany
Address 2

City

Click and drag Click and drag a

AR Cariage House Animal Ha.

marks the column and
the order of the data
being sorted.

LoF Lafeber Somnpany

Mes Midwest Cremation Service

MER. Merial

MKL AAHA Marketlink
HUT Mutrarmax Lab Inc
oHe Oxbou Hay Carpany
PET Pet Edge

PHP Pet Health Pharmacy
RFG RFG Distributing

RUF Ruffala Drugs, Inc

she Sheplet.cam

ke Pfizer Animal Health

™ TRIEpena= PHammT Cooperative

Midwa st Vaterinary Supply, Inc

(800)233-4738
(200)438-0088
(200)346-0263
(s07)289-3901
(800)551-0998
(200)755-1591
(200)842-6445
(763)753-5510
(200)228-2975
(507)643-6959
(238)722-2242
(200)925-5187
(200)249-0366
(800)738-3343
(200)742-0516
(200)733-7115
(s07)288-4545
(800)757-3015
(200)877-759%

<<

CIG NDl‘Jaﬂ\SAnliha‘ Health column 10 . column divider to o
- - Postal code
Click heading to sort . change column expand a column. L o
by column. An arrow e display order. [ E-mail address

Name
Phone number

Type

Restore to default calumns

To rearrange columns:

1. From any of the applicable inventory windows, click a column header.

2. While holding the mouse button, drag the column to a different position on the grid.

To adjust the column width:

1. Move the mouse arrow across the specific column header to adjust until a double arrow appears.

2. Hold down the mouse button and drag the mouse to resize the column.
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To add and remove columns:
1. Right-click on a column header.

2. Left-click to place a check mark next to the name of a column to add it to the grid or left-click on an

existing check mark to remove the column from the grid.

To sort items by column:

1. Click the title of the column to sort the list of items according to that column’s name.
2. Click the title of the column again to sort the item list in the reverse order.

Viewing On-Screen Help Information

You can view helpful tips and instructions on many of the Cornerstone Inventory windows.

I Receive Order E]@

Selact & usndor and enter = raceipt numbsr. Ttams on purchase ordsrs display in the arid. To recaive iterns, changs the status to received. After
changing the status, make sther adjustments a5 needad,

Tpen recaipts for vendor

Vendor® Recaipt number® Date*

v Fiz2fz009 v

iterns to received or

shipping  Total tax

Total:

- -
Item History | 1tern Information -

Purchase arder number
T
All Open POs

To receive items from a
specific purchase order,
s=lect the purchase arder
nurmber. Click Receive all to
change the status of all

manually change the status
of each line. To manually

add an itern to the recsipt,
entar the itermn ID in the I0
field. To ramous iterns that
wou have manually added to
the receipt, select the iterm
line and dlick Remove Ttem,

On-screen tips and instructions shown on the Receive Order window in Cornerstone Inventory

Working with Invoice Item Grid Sort and Display Options

Beginning with Cornerstone 8.3, many Cornerstone Inventory windows have been updated to feature a
new invoice item grid that provides enhanced sort and display settings (selected columns, column
order, sort order, etc.) that you can change based on your preferences for viewing the information.

To rearrange columns within a table:

» Click and drag a column header (column name) to the left or right T copms O
to move it to the desired location within all currently displayed 5 cmnsyn v
columns. e

To change the table sort order:

L A Y

1. If you want to change the order in which information is

displayed in a table, click the name of the column by which you 1
would like to sort the table. A small triangle displays to the right

of the column name to indicate the column used for the current !
sort order.

oy uom Added £ Date

Status Vendor

Type
Description
DY

uon
Added By
Date
Status
Vendor
Qty
Location

Location Group
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2. Click the same column header again to reverse the sorting order.

Note: You can also right-click a column header and select Sort Ascending or Sort Descending to set
the sort order for a table. The Search for Inventory Item dialog box contains a subset of the search
options that are listed in the right-click menu.

To change the table display using the right-click menu options:
Right-click a column header and select one of the following menu options:
e Columns (allows you to select/deselect columns to display in the table)
e Group by [column header]

e Freeze/Unfreeze [column header]

Searching for Inventory Items
The Search for Inventory Item window is used within Cornerstone Inventory to search for and select
inventory items.

Search for Inventory Item *
Find an inventory item Resat
Wendor: | All Vendors o Classification: | All Classifications v
Description ftem ID
[ Search for a word [ Zearch vendor item IDs (only)

[ Include inactive inventery tems

ID A Wendor VendortemIiD Description Claszification Price Select
101 M 1000 Metronidazole injectable bag Injectables $35.00 b
102 W 10009 Lepto Titer at KSU Lab 54250

Cerenia 24mg pack of 4 Pharmacy £18.00

[

|
103 MW 1004
|

1000 60 mg pack of 4 Pharmacy 524.50

j; 107 MW 1 RCWD Canine Hepatic LS14 17.5Lbs Diet $38.65
A‘; 108 HILLS Caning Z/D Ultra 27 SLbs Science Dist 87512
100N 10% Dextrose Solution Injectables 50.00
oz 100484 Vetmerin & ma Rnttle nf 50 Pharmary =58 1) b
Search results 110 25 of 715 Resufts per page : 25 v
- Add an tem
ftem ID™: Description*:
Classification* ~ | Unitof measurs®: ~
Vendor: v Vendor ftem ID.
cancel Save

Tip: A Quantity on Hand =% icon appearing next to the item indicates the inventory item is marked to

Maintain Quantity on Hand (QOH) in Cornerstone.

To access the Search for Inventory Item window:

» Press F2 or double-click in any searchable item ID field within Cornerstone Inventory to display the
window. The window also appears when you click the magnifying glass @. icon next to an item
field.

To perform a search:

1. Use the following search options as needed to narrow your search parameters:

e From the Vendor drop-down list, select a vendor.
e From the Classification drop-down list, select an inventory class.

o Inthe Description text box, type the beginning letters or full description of the item. This is not
case sensitive. Select the Search for a word check box to search by keyword.
Tip: Use the % character as a wildcard before or after a word to enhance searching.
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e Inthe Item ID text box, type the item ID or a portion of the ID. Matches will be suggested as
you type; matches include all IDs that contain the typed characters in the order given.

e Select the Search vendor item IDs (only) check box
e Select the Include inactive inventory items check box.

Results will display in the list based on the criteria you have entered. Use the navigation arrows at
the bottom of the window to move through the pages of results. Use the Results per page drop-
down list to control the number of results that display on one page.
Note: Click Reset to clear the search filters and start a new search.

When you have found the inventory item, select the item in the list and click Select. The Search for
Inventory Item window closes and the selection appears in the Item field.

To add a new inventory item to Cornerstone during a search:

1.

S

From the Search for Inventory ltem window, click Add an Item at the bottom of the window to insert
a new inventory item into the Cornerstone database.

Enter a unique identification code to assign the item in the Item ID field, or press TAB in the ltem ID
field to have Cornerstone automatically assign the next available item ID when adding a new
inventory item.

Note: Auto assigned IDs must be enabled by selecting the Auto assign check box in Invoice Iltem
defaults (select Controls > Defaults > Practice and Workstation, and then select Invoice Item
from the menu on the left).

Select the category the item belongs to from the Classification drop-down list.
Type a descriptive name for the item in the Description field.

Select the selling unit of the item from the Unit of measure drop-down list.
Click Save.

Note: You can set up additional information for the inventory item in Invoice Iltem Information (Lists
> Invoice Iltem) when time allows.

Internal Stock Usage
Use the Internal Stock Use feature to deplete tracked inventory items used internally by the practice but
not invoiced. Through internal usage, you can track the cost of doing business in the different aspects of
your practice.

Cost Centers are the areas within the practice where items are used. Some examples of items used
internally are suture kits, needles, syringes, and catheters, food used for boarding animals, gloves, and
cotton swabs.

Note the following when using the Internal Stock Use feature:

Only inventory items that have been marked to Maintain Quantity on Hand (QOH) can be used.
Any items that are accounted for in internal usage are then taken out of the item’s quantity on hand.

You can add to the Internal Usage list after saving it; however, previously saved items cannot be
modified.

You cannot deduct Group or Service items through internal usage.
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Before You Begin

Set up any Usage Taxes. See “Chapter 10: Setting Up Your Invoice ltems” in the Cornerstone
Administrator’s Manual for information.

Set up your practice’s Cost Centers. See “Chapter 7: Getting Started with Cornerstone Inventory
Setup” in the Cornerstone Administrator’s Manual for information.

To account for inventory used internally:

1.

10.

11.
12.
13.

On the Inventory menu, select Internal Stock Use. The Internal Stock Use window appears.
I Internal Stock Use E]@

Charge stack uszed intarnally to the appropriate cost canter.

* * *
Ttem uom Quantity P e

Lot nurmber Expiration Date usad®

Total cost
$0.00

Internal Stock Use window

Search for and select the item used internally by the practice in the Item field. The selling unit of
measure automatically displays in the UOM field. This field cannot be modified.

Enter the amount to be removed from inventory in the Quantity field. This number should be based
on the selling unit of measure displayed in the UOM field.

If tracking, type the lot number of the inventory item being depleted in the Lot number field.
If applicable, enter the expiration date of the inventory item being depleted in the Expiration field.

If applicable, modify the date the item was removed from inventory in the Date used field. The
current system date automatically appears in this field.

Multiple location inventory only: Select which place is being depleted of this inventory item from the
From location drop-down list.

Select the area that will be charged for the use of the item from the Charge to cost center drop-
down list.

If applicable, highlight the tax to apply to this item in the Usage taxes to apply list box. This
generally applies when the practice pays tax on the item when it is used in-house but doesn’t pay
tax for it when it is received from the vendor.

If necessary, modify the vendor’s selling unit cost for this item in the Cost field. The cost field
displays the average cost of the item if tracking QOH.

Click Print to preview, save and/or print the Inventory — Internal Usage Report.
Click Back to return to the Internal Stock Use window.

Click Save to process the depletion of the inventory item from Cornerstone.
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To view a list of items used internally, print an Inventory — Internal Usage Report. (See “Inventory -
Internal Usage Report” on page 336.)
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This chapter covers processes for using a single location inventory system. For information on setting up
a single location inventory system, see “Chapter 8: Setting Up a Single Location Inventory System” in the
Cornerstone Administrator’s Manual.

This chapter covers the following daily usage tasks for a single location inventory system:
e Adding items to the Want List
¢ Managing items using the Purchasing Work List

e Viewing item purchase history and item information

Adding Items to the Want List (Single Location Inventory)
Item order requests can be made on the Want List. Practice staff can use the Want List as a shopping
list of items—you can add an item that already exists in your system or you can add an item that is not
carried in inventory.
e [tems placed on the Want List become available to the Purchasing Work List where they can be
placed on a purchase order and ordered.

e ltems on the Want List can be viewed for a staff member, a status, or a date range.

e After items are placed on a purchase order and/or an order is placed, depending on practice policy,
the want item is removed from the Want List or the item’s Status on the Want List is changed from
Not Done to Complete.

Tip: To always remove want items from the Want List after they are placed on a purchase order, select

the Delete want items on completed check box in Inventory defaults (select Controls > Defaults >

Practice and Workstation, and then select Inventory from the menu on the left).

To add items to the Want List:

1. On the Inventory menu, select Want List, or on the toolbar, click the Want List button. The
Want List dialog box appears.

| W ant List

Add itenss 1o the Want List Ok

| Imvasiory e Lo

Want List dialog box

2. If the want item is an inventory item, leave the Inventory item check box selected and type the item

ID in the Item ID text box or press F2 (or click Q) to search for and select the ID from the Search
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for Inventory Item dialog box.

OR

If the want item is not an inventory item, select the Not an inventory item check box, type a
description, and click OK. The item will appear on the Want List without an item ID.

3. Inventory ltem only: Type the quantity to order in the Quantity text box or in the UOM Quantity text
box (right box). When you enter the amount in either box, the other box is automatically calculated. If
left blank, the quantity must be added when the item is placed on an order.

4. Inventory ltem only: If necessary, in the Reason text box, type a reason for requesting the item. The
reason will print on the Inventory — Want List Report.

5. Click OK to place the item on the Want List.
Notes:
e The item must be set up in Cornerstone before you can order it.

e After anitem is added to the Want List, it is no longer editable. To view all items on the Want List,
select Inventory > Purchasing Work List and click the Want List tab. To remove the item, access
the Purchasing Work List, select the item and click Remove from List.

Managing Items Using the Purchasing Work List (Single Location Inventory)
The multi-purpose Purchasing Work List window allows you to do the following:

e View and select items requested by staff (Want List) and items suggested by the system because
they are below the reorder point (Suggested List)

e Open the Want List using the add to Want List link

e Remove items from the Want List

e Find a specific item at your practice

e View the quantity on hand of items available at a location or for a class
o View stocking levels, reorder points and sales history for an item

e View item purchase history and item information

e Add items to a new or existing purchase order

To access the Purchasing Work List window:
» On the Inventory menu, select Purchasing Work List.
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4

anst e g

Purchasing Work List window for a single location inventory system

To search for and view items requested by staff and suggested by the system:
1. On the Purchasing Work List window, click the Want/Suggested List tab.
2. Use the following item search criteria as needed to narrow your item search:

e Select the status of an item requested by staff from the Status drop-down list. This will narrow
the list to wanted items based on the status selected including all, not done or complete (placed
on an order).

¢ Select the Want ltem check box to include items requested by staff members on the list.

e Select the Suggested ltem check box to include items at or below the reorder point set by the
practice on the list.

3. Click Search to display the list of inventory items based on the specified criteria.

Tip: You can change the display of the items list to make it easier to identify specific types of items.
See “Working within Cornerstone Inventory Windows” on page 303 for information.

4. Toremove an item requested by staff through the Want List, select the item and click Remove from
List to remove it from the list (Want List items are indicated by the Want List icon ). If a
confirmation window appears, click Yes.

Tip: You can assign staff-specific defaults for auto-saving inventory changes and auto-deleting in
inventory (delete without confirming). For more information, see “Chapter 5: Setting Staff Defaults” in
the Cornerstone Administrator’s Manual.

Note: The total cost of selected items based on last cost of item is displayed below the item list.
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To view stocking levels, reorder points and sales history for an item:

1.
2.

On the Purchasing Work List window, select the item for which you want to view item details.

In the ltemn Details area on the right side of the window, note information for the item, including the
location stocking levels and today’s reorder points.

Click the Sales History link to view the item’s sales history for the last three years, including year-to-
date and month-to-date totals.

To add items to a purchase order:

1.

On any of the Purchasing Work List tabs, select the item(s) to be ordered.
e To select nonconsecutive items, hold down CTRL, and then click each item you want to select.

e To select a consecutive group of items, click the first item, hold down SHIFT, and then click the
last item.

Tip: Click the Vendor column heading to sort items by vendor.

In the Add to Order area on the right side of the window, make changes to the order details as
needed:

e Select the vendor the product(s) will be ordered from in the Vendor drop-down list. If a
highlighted item(s) is assigned to a primary vendor, that vendor’'s name will appear by default in
the Vendor field.

e Enter the amount to order in the Order Quantity text box, based on the buying unit of measure
displayed in the Unit of Measure text box. The order quantity is usually entered if there is only
one item being added to an order. The unit of measure automatically displays when one item is
selected and has a buy unit of measure assigned to the item.

e Type information pertaining to the product in the Notes field.

Click Add to Order to display the Purchase Order View window. This creates a new purchase order
for the selected item(s) or includes the selected item(s) on an existing purchase order, if there is a
saved order for the selected vendor.

If this is a new order with the vendor, press TAB. This will automatically insert the next available order
number in the Purchase order number field.

Verify the correct vendor is in the Vendor field. If necessary, select the vendor from the drop-down
list.

If necessary, enter or change purchase order information for the items (Qty, UOM, special price,
cost, status).

If applicable, click the note & icon to type a note. After the note is saved, the icon changes to a
notepad B, indicating a note exists for the item.

If necessary, select an item and click Remove from Order to remove the item from the order.
When finished adding items to the purchase order, do one of the following:

¢ Click Save to save purchase order information and make modifications at a later time (will be
marked as Not Sent). Once you've saved the order, you can click Print to print it.

e Click Place Order to save the purchase order and process the order so it is ready to be
received by the vendor (will be marked as Sent).

e Click Cancel to return to the previous window without saving or placing the order.
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Viewing Iltem Purchase History and Item Information
A group of expandable tabs provides information for inventory items marked to Maintain Quantity on
Hand (QOH). The tabs are available at the bottom of many of the Cornerstone Inventory windows (Add
New and Edit Purchase Order windows, Add New and Edit Receive Order windows, View Quantity on
Hand, and Purchasing Work List windows).

Item History tab — Displays purchase history information.

|v More Itemn Information For Cerenia 24mg pack of 4

Itemn History | kem information | Stock Locations

Cate ¥ Transaction From To Quantity UON

O7i24/201M2 Ordered 1.00 |[Mone]
08082012 Ordered 20.00 |[Nene]
05172012 Ordered 2.00 |[None]

Search results 110 3 0f 3

Unit Cost
$15.87|
£0.00
£0.00

Total Cost  Vendor
$15.87| MW

Q

0,00 MW Veterinary |

20.00) ANTECH-PM PICI

Results per page |25

Iltem information tab — Displays general information for inventory items marked to Maintain QOH.

O More Item Information For lams Low Residue Puppy 8lb.

ltem Hiztory | Item Information | Stock Locations

Total QoH: 4.00 Base price: 524.21 Buy UOM: bag

On order: 0 Winimum price: $0.00 Sell UOK: bag
On back order: 0 Dispensing fee: 30.00 Buy/=ell ratio: 1

Last cost: £18.20 Markup: 33 Primary vender:

Stocked at: NJA

To view item purchase history and item information:

1.
2.

Select an inventory item, if available.

Click the More Item Information For or Information bar.

Tip: If the item is not on an available list, click the magnifying glass Q icon to search for and select

the item.

Click the Item History tab or ltem Information tab to view information about an item.

Select or search for the next item to view.

Click the More Item Information For or Information bar when finished.
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This chapter covers processes for using a multiple location inventory system. For information on setting
up a multiple location inventory system, see “Chapter 9: Setting Up a Multiple Location Inventory
System” in the Cornerstone Administrator’'s Manual.

This chapter covers the following daily usage tasks for a multiple location inventory system:
e Adding items to the Want List
¢ Managing items using the Purchasing Work List

e Viewing item purchase history, item information and stock at all locations

Adding Items to the Want List (Multi-Location Inventory)
Item order requests can be made on the Want List. Practice staff can use the Want List as a shopping
list of items—you can add an item that already exists in your system or you can add an item that is not
carried in inventory.
e [tems placed on the Want List become available to the Purchasing Work List where they can be
placed on a purchase order and ordered.

e ltems on the Want List can be viewed for a staff member, a status, or a date range.

e After items are placed on a purchase order and/or an order is placed, depending on practice policy,
the want item is removed from the Want List or the item’s Status on the Want List is changed from
Not Done to Complete.

Tip: To always remove want items from the Want List after they are placed on a purchase order, select

the Delete want items on completed check box in Inventory defaults (select Controls > Defaults >

Practice and Workstation, and then select Inventory from the menu on the left).

To add items to the Want List:

1. On the Inventory menu, select Want List, or on the toolbar, click the Want List button. The
Want List dialog box appears.

| W ant List

Add itenss 1o the Want List Ok

| Imvasiory e Lo

Want List dialog box

2. If the want item is an inventory item, leave the Inventory item check box selected and type the item

ID in the Item ID text box or press F2 (or click Q) to search for and select the ID from the Search
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for Inventory Item dialog box.

OR

If the want item is not an inventory item, select the Not an inventory item check box, type a
description, and click OK. The item will appear on the Want List without an item ID.

Inventory Item only: Type the quantity to order in the Quantity text box or in the UOM Quantity text
box (right box). When you enter the amount in either box, the other box is automatically calculated. If
left blank, the quantity must be added when the item is placed on an order.

Inventory Item only: If necessary, in the Reason text box, type a reason for requesting the item. The
reason will print on the Inventory — Want List Report.

For a multi-location per item inventory setup, if necessary, select a location or group from the
appropriate drop-down list.

6. Click OK to place the item on the Want List.

Notes:

The item must be set up in Cornerstone before you can order it.

After an item is added to the Want List, it is no longer editable. To view all items on the Want List,
select Inventory > Purchasing Work List and click the Want List tab. To remove the item, access
the Purchasing Work List, select the item and click Remove from List.

Managing Items Using the Purchasing Work List (Multiple-Location Inventory)
The multi-purpose Purchasing Work List window allows you to do the following:

View and select items requested by staff (Want List) and items suggested by the system because
they are below the reorder point (Suggested List)

Open the Want List using the add to Want List link

Remove items from the Want List

Find a specific item at your practice

View the quantity on hand of items available at a location or for a class
View stocking levels, reorder points and sales history for an item

View item purchase history and item information

Add items to a new or existing purchase order

Note: You can click Go to Transfer to access the Find and Transfer Items window to move items from
one location to another location.

To access the Purchasing Work List window:

» On the Inventory menu, select Purchasing Work List.
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I Purchasing Work List E]@

Want/Suggested List | Locate An tem || Quanfity at Location

Items to consider ordering
[#] Suggested tem []Vant ftem add to Want List

Groups Location (Applies to Want List Gnly): Status:

All Groups ¥ | |AllLocations v All statuses ~ | | Restore Columns Item Details
Canine c/d 10 Ib
Type D& Description Oty UOM | Status | Vendor % Location  Groups
= v | [anLocations [w
CYP | IVD Canine Venizen Potato canned 200 case |MNotDone
CWD10 | Canine wid 10 Ib 300/bag  [MNotDone Stocking Levels: Sales Histary

CWD20 | Canine w/d 20 I 300 bag  |MotDone Oty On Hand 1

Gty On Order. 0
uttra 1810 1.00{bag  [HotDone Gty On Back Order: 0
Gty On Unsent Order: 0
Oty OnPVLOrder |
idue 20 b 200bag  [HotDone (Unconfirmed

CZDU18 |Ci
ECLR1S |lams Canine Low Residue 15l 3.00(bag  |MotDone

ECLR0 |lams L

ECLRPE |lams Low Residue Puppy 8b 1.00bag ot Done
il & Today's Reorder Point
FCD10  |Felne cid 101 3.00bag  [Not Done Reorder Point
FCDE  |Felnecid 4 b 400bag | Mot Done Reorder Qty:
Over Stock Foint:
FCDS20 |Felne cid 201 3.00bag  [Not Done
FOM  |Felne DM can 2600 case | Mot Dons Add To Order
FLD4  |Feline LiD 4lo. 1.00bag Mot Done Canine c/id 101
FIDE | Feline mid 4Ib 100bag  |MotDons Order Quantity:  Unit OF Heasure
E 2¢ bag -
Search results 1 to 25 of 38 4 4 p p Results perpage {25 | Vendort
Total cost of selected items: o hd
(Based on last costof tem) Group
Al Groups v
* More Item Information For Canine c/d 10 Ib Notes:

Purchasing Work List window for a multiple location inventory system

To search for and view items requested by staff and suggested by the system:
1. On the Purchasing Work List window, click the Want/Suggested List tab.
2. Use the following item search criteria as needed to narrow your item search:
e Select a location group from the Group drop-down list to narrow the list of items to those

requested by staff (Want List items) or on/below the order point set up by the practice
(Suggested items) for a specific group of locations.

e Select the status of an item requested by staff from the Status drop-down list. This will narrow
the list to wanted items based on the status selected including all, not done or complete (placed
on an order).

e Select the Want ltem check box to include items requested by staff members on the list.

e Select the Suggested ltem check box to include items at or below the reorder point set by the
practice on the list.

Note: If multiple locations are set up, at some locations, items at or below their reorder point may
not appear on the Suggested List if they are overstocked in other locations. In this case, you could
use the Go to Transfer option to move items from one location to another location.

3. Click Search to display the list of inventory items based on the specified criteria.

Tip: You can change the display of the items list to make it easier to identify specific types of items.
See “Working within Cornerstone Inventory Windows” on page 303 for information.

4. Toremove an item requested by staff through the Want List, select the item and click Remove from
List to remove it from the list (Want List items are indicated by the Want List icon ). If a
confirmation window appears, click Yes.

Tip: You can assign staff-specific defaults for auto-saving inventory changes and auto-deleting in
inventory (delete without confirming). For more information, see “Chapter 5: Setting Staff Defaults” in
the Cornerstone Administrator’'s Manual.

Note: The total cost of selected items based on last cost of item is displayed below the item list.
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To view stocking levels, reorder points and sales history for an item:

1.
2.

On the Purchasing Work List window, select the item for which you want to view item details.

In the ltemm Details area on the right side of the window, note information for the item, including the
location stocking levels and today’s reorder points.

Click the Sales History link to view the item’s sales history for the last three years, including year-to-
date and month-to-date totals.

To find a specific item at your practice:

1.

On the Purchasing Work List window, click the Locate an Item tab.

Note: If an item is highlighted in another tab of the Purchasing Work List, and the Locate an Item tab
is selected, quantity information for the item displays.

Use the following item search criteria as needed to narrow your item search:
e Inthe Item ID field, search for and select an inventory item to view.

e Select a group of locations in the Group drop-down list to view the quantity on hand for the item
in that group of locations only.

e Select a location in the Location drop-down list to view the quantity on hand for the inventory
item in that location only.

To view the quantity on hand of items available at a location or for a class:

1.
2.

On the Purchasing Work List window, click the Quantity at Location tab.

To view the quantity on hand of all items at a specific location, select a location in the Location
drop-down list.

To view the quantity on hand of items assigned to a specific class, select a class in the
Classification drop-down list.

To add items to a purchase order:

1.

On any of the Purchasing Work List tabs, select the item(s) to be ordered.
e To select nonconsecutive items, hold down CTRL, and then click each item you want to select.

e To select a consecutive group of items, click the first item, hold down SHIFT, and then click the
last item.

Tip: Click the Vendor column heading to sort items by vendor.

In the Add to Order area on the right side of the window, make changes to the order details as
needed:

e Select the vendor the product(s) will be ordered from in the Vendor drop-down list. If a
highlighted item(s) is assigned to a primary vendor, that vendor’'s name will appear by default in
the Vendor field.

e Enter the amount to order in the Order Quantity text box, based on the buying unit of measure
displayed in the Unit of Measure text box. The order quantity is usually entered if there is only
one item being added to an order. The unit of measure automatically displays when one item is
selected and has a buy unit of measure assigned to the item.

e Type information pertaining to the product in the Notes field.
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3. Click Add to Order to display the Purchase Order View window. This creates a new purchase order
for the selected item(s) or includes the selected item(s) on an existing purchase order, if there is a
saved order for the selected vendor.

4. Ifthis is a new order with the vendor, press TAB. This will automatically insert the next available order
number in the Purchase order number field.

5. Verify the correct vendor is in the Vendor field. If necessary, select the vendor from the drop-down
list.

6. If necessary, enter or change purchase order information for the items (Qty, UOM, special price,
cost, status).

7. If applicable, click the note & icon to type a note. After the note is saved, the icon changes to a
notepad B, indicating a note exists for the item.

8. If necessary, select an item and click Remove from Order to remove the item from the order.
When finished adding items to the purchase order, do one of the following:

e (Click Save to save purchase order information and make modifications at a later time (will be
marked as Not Sent). Once you've saved the order, you can click Print to print it.

e (Click Place Order to save the purchase order and process the order so it is ready to be
received by the vendor (will be marked as Sent).

e (lick Cancel to return to the previous window without saving or placing the order.

Viewing Iltem Purchase History and Item Information
A group of expandable tabs provides information for inventory items marked to Maintain Quantity on
Hand (QOH). The tabs are available at the bottom of many of the Cornerstone Inventory windows (Add
New and Edit Purchase Order windows, Add New and Edit Receive Order windows, View Quantity on
Hand, and Purchasing Work List windows).

e Item History tab — Displays purchase history information.

|v More Itemn Information For Cerenia 24mg pack of 4

Itemn History | kem information | Stock Locations Q
Cate ¥ Transaction From To Quantity UON Unit Cost Total Cost  Vendor
072472012 Ordered 1.00 |[Mone] $15.87 $15.87| MW

08/08/2012 Ordered 20.00 |[Mone] £0.00 50.00 MW Veterinary !
05MTR2012 Ordered 2.00 |[Mone] £0.00 50.00) ANTECH-FM PICI
Search results 1to 3 of 3 Results per page | 25 | w
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e Item information tab — Displays general information for inventory items marked to Maintain QOH.

O More Item Information For lams Low Residue Puppy 8lb.

ltem Hiztory | ltem Information | Stock Locations

Total QoH: 4.00 Basze price: 524.21 Buy UOM: bag

On order: 0 Winimum price: $0.00 Sell UOM: bag
On back order; 0 Dizpensing fee: 20.00 Buy/zell ratio; 1

Lazt cost: 518.20 Markup: 33 Primary wendor:

Stocked at: N/JA

To view item purchase history and item information:
1. Select an inventory item, if available.

2. Click the More ltem Information For or Information bar.
Tip: If the item is not on an available list, click the magnifying glass €1 icon to search for and select
the item.
Click the Item History tab or Item Information tab to view information about an item.
Select or search for the next item to view.

5. Click the More Item Information or Information bar when finished.
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This chapter provides information on several additional Cornerstone* Inventory tasks that are common
to both Single and Multiple Location Inventory systems. These tasks include:

e Managing orders using the Order List
e Saving and posting a receipt

e Editing backorder information

e Return an item to a vendor

e Generating inventory reports

Managing Orders Using the Order List

Purchase orders provide a record of items that are ordered from a vendor. After a purchase order is
created and saved and/or an order is placed, the purchase order can be reopened, items can be added

and order information can be edited, if necessary.

To track items on order with vendors and orders that have been partially received from vendors within
Cornerstone, use the Order List window. The list automatically displays orders managed by

staff/management within the past two weeks.

To view and manage existing purchase orders using the Order List:

1. On the Inventory menu, select Order List. The Purchase Order List window appears.

I® burchase Order List [= ] G |t
view and manage purchase orders Add New Order '
Vendar Status Date Range
All'Vendors w | AlStluses  |w o1zazon2 ] To  oanzenz R Search Edit

Print

PO Humber & Vendar Status Total Order by Date

169 AAHA Closed §5,250.00 m—— s 262012

1T Efficiency Heat and cooli Mot sent 0,00 - - . DARER02

m AdHA Partial o0 e e [=eh Tl ] el

172 ALHA Sent 000 05012012

173 MW Sant - Onkne 356.40 b e B DSZ22NZ

174 Hills Science Diet Dav Mat sent g0.00 e 08122012

175 MW eternary Supply Sant o0 et - oMz

178 Lumenis - Bser equip Hat sent §0.00 Vo st 0TM2RM2

1T MW eternary Supply Fant $5.60 [t - r2emz

Search resulls 51 to 53 of 58 H 4 > M Fesults per page (25 v

Purchase Order List window
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To find an order or orders:

e Select a vendor from the Vendor drop-down list to view purchase orders for the specified
vendor only.

e Select a status from the Status drop-down list to view purchase orders for the specified status
only. Status options include:

o Not Sent - The order has been saved but not placed. This is useful if more items will be
added to the order at a later date.

o Sent - The order is ready for the vendor and has been placed in Cornerstone. When
working with receipts for the vendor, the item(s) will appear on the list of items ready to be
received.

o Partial — The practice has received one or more, not all, items on a placed order from the
vendor within the Receipt List.

o Closed - All items on the order were received or the order was manually closed by the
practice (orders are typically closed manually only if the order is cancelled).

¢ Inthe Date Range boxes, enter the date range to include. The date two weeks prior to the
current system date appears by default.

If you entered search criteria, click Search. Orders that match the criteria entered will appear on the
list.

To modify an existing purchase order created in Cornerstone, select an order with a status of Not
sent or Sent and click Edit.

To preview, print or save an Inventory — Purchase Order Report, select a purchase order and click
Print.

To remove an order from Cornerstone, select a purchase order with a status of Not sent and click
Remove Order.

To manually cancel the remaining items on order, select a purchase order with a status of Sent or
Partial and click Close Order. The status of the purchase order is changed to Closed and any
backorders or quantities that have not been received are cancelled.

To go directly to the Receive Order window and receive the order, select a purchase order with a
status of Sent or Partial and click Receive Order.

To add a new purchase order using the Order List:

1.
2.

On the Inventory menu, select Order List. The Order List window appears.

Click Add New Order to create a new purchase order for a vendor. The Create Purchase Order
window appears.

In the PO Number text box, enter a unique number to track the purchase order within Cornerstone,
or press TAB to have Cornerstone automatically generate the next available purchase order number.

From the Vendor drop-down list, select the vendor with whom the order will be placed.

If applicable, from the Group drop-down list, select the group of locations for which the items are
being ordered.

Search for and select the item to add to this order in the ID field, and press TAB. The name of the
item to be ordered will display in the Description field, and the person currently logged into
Cornerstone is listed in the Ordered by field.

Cornerstone User’s Manual 321



10.

11,

12.

13.

14,

15.
16.
17.

Chapter 24: Other Inventory Tasks

Note: Text in red may indicate the item is on another purchase order or the item is overstocked at
the location.

Tip: The description can be manually changed if the item is marked as a Miscellaneous item on
the Invoice Item Information window’s Info tab. However, when printing the purchase order, the
original description appears.

Enter the total amount of the item to be ordered, based on unit of measure (UOM), in the Qty field.
If necessary, select a different unit of measure in the UOM field. The buy unit of measure displays by
default.

If the buy/sell ratio is set for the item and the unit is changed to the selling unit, the quantity is
calculated according to the ratio.

If the item will be purchased at a special price, select Yes from the SP drop-down list. The item’s
vendor cost will not update when received, which, in turn, will not affect the average cost. Examples
of items purchased at special cost include free samples and promotional items.

If necessary, adjust the vendor’s cost of the item, based on the unit of measure, in the Cost field.
The previous cost for the item displays in the Cost field by default if the item was previously received
from the vendor. The Total value field in the lower right area of the window will display the total cost
of all items on the purchase order.

If necessary, modify the state of the item being ordered by selecting an option from the Status drop-
down. Status options include:

¢ Ordered - This option indicates the item is ready to be received by the vendor.

o Backordered - This option indicates the item being ordered from the vendor is not immediately
available for delivery but will be available from the vendor at a later date.

If necessary, click the note #” icon to type a note. After the note is saved the icon changes to a
notepad B, indicating a note exists for the item. This note will be available when receiving the item
from the vendor and prints on the purchase order if the Print purchase order notes check box is
selected in Inventory defaults.

Continue to add items as needed, until all items being ordered from the vendor are added to the
purchase order.

Click Print to preview, print or save a copy of this purchase order in report form.
If necessary, select an item and click Remove from Order to remove it from the purchase order.
When finished adding items to the purchase order, do one of the following:

¢ Click Save to save purchase order information and make modifications at a later time (will be
marked as Not Sent). If saving, the purchase order has not been placed at this point, it will not
display in the Receive Order window.

e (lick Place Order to save the purchase order and process the order so it is ready to be
received by the vendor (will be marked as Sent). If placing the order, the items from the order
appear on the Receive Order window for the vendor.

¢ Click Cancel to return to the previous window without saving or placing the order.

Saving and Posting a Receipt
The Receipt List is used to enter inventory received by various vendors into Cornerstone.
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To search for receipts from the Receipt List:

1.

5.
6.

On the Inventory menu, select Receipt List. The Receipt List window appears.

I Receipt List g@
View open or closed receipts at your practice, e
Vendor Status From To N J
al v | fan v e [ v][usees || (D | D

=
Midwest Veterinary Supply, Inc 121212 Posted $645.95 1/3/2008 ﬁ

eterinary Hospitals Associati 1234567 Posted $69.06 1/3/z00%

Receipt List window

Use the fields in the Find receipts area to find a receipt or receipts:
e Select a vendor from the Vendor drop-down list to view receipts for the specified vendor only.

e Select a status from the Status drop-down list to view receipts for the specified status only.
Status options include:

o All —includes all receipts regardless of status.

o Posted - Receipts that have been processed. It is not possible to modify receipts once
posted.

o Not posted — Receipts that have been saved but not processed. This is useful if more items
will be added to the receipt at a later date.

o Manually type a beginning date in the From field or click the drop-down arrow and select a date
from the calendar in order to find receipts on or after the selected date. The date two weeks
prior to the current system date appears by default.

e Manually type an ending date in the To field or click the drop-down arrow and select a date from
the calendar in order to find receipts on or before the selected date. The current system date
appears by default in this field.

If criteria were entered in the Find receipts area of the Receipt List, click Search. Receipts that
match the criteria entered will appear on the list.

To display the Receive Order window and review information for the receipt, select a receipt and
click View.

To preview, print or save an Inventory — Receipt Report, select a receipt and click Print.

To remove a receipt from Cornerstone, select a receipt with a status of Not Posted and click Delete.

To save a new receipt:

1.
2.

On the Inventory menu, select Receipt List. The Receipt List window appears.
Click Receive an Order. The Receive Order window appears.

Tip: The Receive Order window can also be accessed from the Order List by selecting a purchase
order and pressing the Receive Order button.
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I Receive Order [Z]@

Selact a vendor and enter a receipt number. Iterns on purchasze arders display in the grid. To receive items, change the status ta
received, After changing the status, make other adjustments as neaded.

Gpen receipts for vendor

Wendar® Receipt nurmber* Date*

v | a/z4/2009 v

Purchasze order nurnber

RS
All Open POs

To receive items from a
spedific purchase order,
select the purchase order
numnber. Click Receive All to
change the status of all
items to received or
manually change the status
of each line, To manually
add an itern to the reczipt,
enter the itemn 1D in the ID
field, To remove iterns that
you have manually added to
the receipt, select tha item
line and click Remove Ttem.

Shipping  Total tax

Total:

»

Item History | Ttern Information Stock Locations

Receive Order window

3. Use the fields in the Receipt information area to specify receipt information:
e Select the vendor from which the items are being received from the Vendor drop-down list.

e Type the invoice or packing slip number provided by the vendor in the Receipt number field.
ltems on a purchase order(s) for the specified vendor will display on the list below. The
identification number assigned to the order displays in the PO number field for each item.

e If necessary, adjust the date the shipment was received in the Date field. The current system
date will automatically display.

4. If necessary, select a specific saved receipt in the Open receipts for vendor list. This list displays
open, unfinished receipts for the selected vendor. To complete a receipt that has been saved, select
the receipt number in the Open receipts for vendor list. ltems on the receipt display in the list
below.

5. If necessary, select the purchase order(s) to view on the list below in the Purchase order number
drop-down list. This field lists open purchase orders that include the date the order was created. To
limit the items to be received to one purchase order, select it from the list or, if not receiving items
from any purchase order, select None. No items will display on the receipt.

6. To organize the items by the purchase order number in the order of the lines on the original
purchase order, select the Sort in original PO sequence check box.

7. For the items appearing in the list, change the Receive Order settings for each item as needed:
e Mark the purchase order items being received from the vendor by doing one of the following:

o Toreceive items individually, click in the Status field and select Received from the drop-
down list.

o Toreceive all items listed from the purchase order(s), click the Receive all button located in
the lower portion of the window. The status of all items on the order(s) change to Received.

e If necessary, change the status of applicable inventory items in the Status field:
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o When aline item’s entire order quantity is backordered, change the status to Backordered.

o When only a portion of an ordered item is received, change the status of the line item to
Received and type the quantity receiving into inventory. This creates a second line showing
the remaining quantity with a status of Not Received. If applicable, change the status to
Backordered.

o When an item’s entire order quantity is cancelled, change the status to Cancelled.

e Verify that the total number of the item to be received in the Qty field is correct (based on the
unit of measure in the UOM field). If necessary, enter a new quantity being received.

Note: If an item received is less than the amount placed on the purchase order, the item will
appear on a second line less the amount received.

e If necessary, click the note £ icon to type a note. After the note is saved, the icon changes to a
notepad B, indicating a note exists for the item.

Note: Receipt notes display on reports and on the receipt. If there was a note added when you
created the purchase order, the notepad icon will display for this item on the Receive Order
window. Click this icon to display information entered during ordering.

e If applicable, select the appropriate unit of measure from the UOM drop-down list; verify that the
quantity and cost information is accurate based on this UOM.

e \Verify that the vendor’s cost for the product in the Cost field is correct (based on the unit of
measure that displays). If not, enter the correct vendor’s unit cost.

e Ifthe itemis purchased at a special price, click on the special price $ icon to change it to a
colored @ icon. As a result, the item’s vendor cost will not update, which, in turn, will not
affect the average cost.

o [f applicable, verify that the individual tax applied to the item is correct in the Tax field.
Alternatively, put the total tax applied to the shipment in the Total tax field in the lower portion of
the window. If entering tax for the individual items on the receipt, the total for all line items is
calculated and displays in the field. This information is not added to the cost of the items in
Cornerstone.

If you want to manually add items being received that are not listed on a purchase order, click in the
next available ID field, search for and select the item, and fill in the remaining fields.

If necessary, select a manually entered line item and click Remove item to delete it from the receipt.

For items added through purchase orders, change the status of the item to the applicable option if
not receiving at this time.

If applicable, click Receipt item detail and complete the location, expiration date and lot number
information for tracked inventory items appearing in red. If information is not entered the receipt
cannot be posted.

Tip: If the item is tracking the expiration date and/or lot number, this will be indicated by a (?) in the
applicable field. If necessary, highlight a line item; click Copy line to add an additional line for the
item to the list. This would occur if there are several expiration dates and/or lot numbers for an item
or if it's being received into multiple locations.

To display the View Purchase Order window for the item, select an item and click View order.
Enter the shipping charges added by the vendor in the Shipping field.

Click Save And Print to preview, print or save the Inventory — Receipt Report.
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15. Click Save to save the current receipt information and give staff the ability to make modifications at
a later time.

To post a saved receipt:
1. On the Inventory menu, select Receipt List. The Receipt List window appears.

2. Click Receive an Order to create a new receipt or select a receipt and click Edit to modify a receipt
that has not been posted.

3. Enter or change necessary information, and verify that the total cost of the items on the receipt
matches the cost listed in the Total field.

4. Click Post to process a completed receipt. The Change prices window displays each item being
received.

5. On the Change prices window, make any necessary changes to the pricing information for the
items. Note the following guidelines for changing prices:

e If the auto-calculate and markup information is set for an item, it will appear on the list.

e The selling price of the item will be updated if the unit cost was updated when the item was
received. The price update will not occur if the Special Price flag is selected.

e The new pricing unit cost equals the cost of the item from the Receive Order window.

e When receiving an item with more than one unit cost, the highest cost becomes the new unit
cost. Staff may enter new markup information for the item in order to calculate a new price for
the item or enter a new price to calculate the markup of the product.

6. Click Post. The QOH, cost and receipt item details are updated.
To receive an order from the Purchase Order List:

1. Select Inventory > Order List. The Purchase Order List opens.

2. Select the purchase order and click Receive Order.

3. Type the receipt number for your order in the Receipt Number box. The item list displays.
4

Review the order for completeness and update the status by either clicking Receive All or by
selecting Received from the Status drop-down list for each item.

5. Missing order information (e.g., lot number) is in red text. You must update this information before
you can post the order. Click Receipt Item Details to fill in the remaining fields.

6. Click Post.

7. Inthe Change Prices window, make any final adjustments and view the current and new pricing, if
applicable.

8.  When finished making any changes, click Post.
Managing Backorders

Backorders appear on the list if an item placed on a purchase order has a status of “Backorder” or if the
item is placed on backorder when it’s received through the Receipt List.

Note: An item cannot be manually added to the Backorder List.

To search for backordered items on the Backorder List:
1. On the Inventory menu, select Backorder List. The Backorder List window appears.
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I Backorder List E]@
Wiew iterns that you have placed on backorder,
D
vander clacstiestin [ ot tnchorder
. Cancel Backorder
1 of 1 matching search results

17241 G¢D Canine can CASE Butler Cormpany 4,00

Backorder List window

2. Use the fields in the Find backordered items area to find the applicable items:

e Select a vendor from the Vendor drop-down list to narrow the list of backorders to those for a
specific vendor.

e Select a category of inventory items from the Classification drop-down list to narrow the list to
items from the selected class.

¢ If entering search criteria, click Search to narrow the list to the applicable criteria.

3. To preview, print or save the purchase order to which the item is assigned, select a backordered
item and click View Purchase Order.

4. To preview, print or save the Inventory — Backorder Report, click Print Backorders.

5. If necessary, select a backorder and click Cancel Backorder if the item is no longer going to be
received on an order placed with the vendor. If a confirmation window appears, click Yes to cancel
the backorder within Cornerstone.

To modify a backordered item:

1. Select the backordered item to modify on the Backorder List.
2. Click Edit Backorder. The Backorder Detail window appears.
3. Do the following to edit the backordered item as needed:

e Enter a new quantity on backorder in the Backorder qty field. When modifying the quantity on
backorder, it is only possible to enter a quantity less than was originally ordered.

o Manually type a date or left-click the drop-down arrow to display a calendar and then choose a
date the item is expected to be delivered in the Expected delivery drop-down list.

e Type a note pertaining to the backordered item in the Notes field.
4. Click Save.

Returning ltems to a Vendor
Use the Return to Vendor feature to track inventory items returned to the vendor and automatically adjust
inventory to account for the returns within Cornerstone. It is only possible to return items marked to
Maintain Quantity on Hand (QOH) in Cornerstone.
To return items to a vendor:
1. On the Inventory menu, select Return to Vendor. The Return to Vendor window appears.

Cornerstone User’s Manual 327



Chapter 24: Other Inventory Tasks

Return items to a vendar,

vaniort oA numbor parum data ()
Andersen Products v 5/14/2006 | ¥ D
Save & Print
09527  CMM Canine EN Can 12,500z 50,00 can - - $0.7600  $o.00 @ _
Restock fes Shipping Total tax
b $0.00 $0.00 $0.00

Total cost: $38.00

Location Itermn Primary vendaor

Al v £ lan v| G
i
05909 CHM Canine EMN 8# -2,00 bag Central Storage -- -- J
09527 CHM Canine EN Can 12,500z 127.00 can Central Storage
05913 CHM Canine HA B4 3,00 bag Central Storage
05932 CHM Canine NF Can 12,500z 24,00 can Central Storage
05948 CHM Canine OM Z0# 2.00 bag Central Storage
05918 CHM Canine OM 8# 1.00 bag Central Storage

Return to Vendor window

2. Inthe Vendor field, select the vendor to return items to.

3. Inthe RMA number field, enter the vendor’s Return Merchandise Authorization number or press
TAB if there is no RMA for the return items.

4. Inthe Return date field, type or select the date of the return.
Use the fields in the Find items to return area to search for inventory items to return:

e Select a location from which the item will be returned in the Location drop-down list to narrow
the list of items to those assigned that location.

¢ Inthe Item field, double-click or press F2 to search for and select a specific item to return.

e Select the primary vendor assigned the item from the Primary vendor drop-down list to narrow
the list of items to those assigned that vendor.

6. Click Advanced Search to search using an expanded group of search options:

a. Muiltiple location inventory only: Select a group of locations in the Group drop-down list to
narrow the list of items to that group of locations only.

b. Select a category of locations in the Classification drop-down list to narrow the list of items to
that class only.

Type a lot number in the Lot number field to find items with that lot number.

Type or select a range of dates in the Expiration date From/To fields to find items with an
expiration date falling within the date range.

e.  When you have finished setting advanced search options, click Search. Results will display in
the list based on the criteria you have entered.
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f.  Toremove the search criteria to begin a new search, click Clear.
g. To hide the advanced search fields, click Basic search.
7. Inthe item list, select the item(s) to be sent back to the vendor.

¢ To select nonconsecutive items, hold down the CTRL key, and then click each item you want to
select.

e To select a consecutive group of items, click the first item, hold down the SHIFT key, and then
click the last item.

8. Click Return.
Adjust the return information for the item(s) in the Return to Vendor columns. Options include:
o ID/Description — The item ID and name of the product to be returned.
e Qty - The total number of items to be returned based on unit of measure.
e UOM - The selling unit of measure of the item.
e Lot no. — The lot number of the item, if required, to be returned.
o Exp. Date - The expiration date of the item, if required, to be returned.
e Cost - The unit cost of the item.

e Tax - The individual tax of the item, if applicable. Instead of entering a tax amount for each item,
you can choose to enter a total tax amount in the Total Tax field for all of the items.

¢ Note — A note to explain why the item is being returned.

e Ext. cost - The total cost of a line item returned. This is the unit cost of the item multiplied by the
quantity returned. The Ext. cost column is not displayed by default, but can be added by right-
clicking in any column header and selecting Ext. cost.

10. Select a line item in the list of returns and click Remove item to delete it from the list of items to
return to the vendor.

11. If applicable, enter charges that the vendor applies for restocking retuned item(s) in the Restock fee
field.

12. If applicable, enter any shipping charges that apply to the return in the Shipping field.

13. If applicable, enter the total tax applied by the vendor for the item(s) in the Total tax field. If you have
entered tax for individual returned items, this total is automatically calculated.

14. Do one of the following:

e (Click Save to process the return and update the quantity on hand of the item(s) within
Cornerstone.

e (Click Save & Print to process the return and preview or print the Inventory — Returns Report.

¢ C(Click Cancel to discontinue the return.

Inventory Reports
Once you are up and running with using Cornerstone Inventory, you can begin to generate data to
analyze your practice, maintain better inventory control, and determine how to increase profitability. The
data you need is easy to collect with Cornerstone Inventory reports.

Note: Invoice item reports are covered in “Chapter 10: Setting Up Your Invoice ltems” in the Cornerstone
Administrator’s Manual.
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Note: Inventory reports reflect only those items marked to Maintain Quantity on Hand (QOH).

To generate an inventory report:

1.  Onthe Reports menu, select Find a Report. The Report Search window appears.

2. Inthe Reports list, click the plus sign [+] to the left of Inventory, and then select the applicable

Inventory report.

I Report Search

[][=1/%]

Search

Reports

expand all

396 reports shown AdjUstmENt Report

[] % Hide locked reports

D
Create report

-End of Month
~End of Year
-Equine
- Inventory
W djustment Report!

--Audit Open Details Repart
Audit Report
Backorder Report
Cast Totals Report
Counts Report
Evalustion Report
Expiration Date Report
Internal Usage Report
- Inventory - Cost Report
- Itern Vendor Information Repart
- Iterns Profit Analysis Repart
-Linked Itemns Report
--0On Order Report
- Overstock Report
--Partial Receipts Report
--Purchase History Report
--Receipt Report
-~Reorder Report
--Returns Report
- Turmover Report
Usage Tax Report
Vendor Summary Report
Want List Report
Invoice Tterm
Lab
Patient

Report fields

- Date: date of adjustment

- tem ID

- Description: invoice item hospital description

- New Cost: new cost on adjustment

- Adj. Cost: difference between old and new cost

- New Oty.: quantity entered on adjustment

- Adj. Qty.: difference between old and new quantity and unit of measure
- Expiration Date: expiration date if entered on adjustment
- Lot Number: lot number entered on adjustment

- User ID: user ID logged in when adjustment was made

- Adj. Reason: adjustment description

- Location: location ID where item is stored

- Status: C-confirmed or U-unconfirmed

Description: Lists all of the adjustments made to your computerized inventary record. Use
this report to view a list of quantity or price adjustments in inventary.

Inventory - Adjustment Report

Sorted By Date
g™ New  Adj MNew  Ad.  Expiration Usar Adj Loca
Description Cost  Co i Date Lot Number 0~ Feason

STE0E TG WD Canie Veriaon 3 Fae 1 ma ma  zo0  atobeg Ty ot T
s30e AD  cesimiesgan ma om om0 ween N opes et o
sz FLP Fonee Puozbat com M om s0 soaes / © opes e ey
32008 FLEE  Fronfe Fus Zi-ldx chos Me oM B0 S00sen i Oys ot REn
36208 FE2S  Ronkes Fus 254l dooen ma e 00 movean / P ey
36208 FLEZE  Runkre Fus 2544l Edoen M2 ma W00 M0Dsan i opde L
same R Rk P02 ord mes ma om 1m0 s © oesen Ly
Ssm_ne o nasssm: o m e £ oman _ new

Inventory reports

3. Click Create report, and then click Run. The Inventory Report Criteria Selection window appears.
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I Inventory - Adjustment Report E]@.§
Click Preview to view the standard repart ar enter ranges to narrow the report.
Preview

This report prints out items that have had the quantity or price adjusted, by iter description and adjustment date,
Sorc by [ Petew
Date 4

Adjustment Reason Expired Expired And

Date v | 11/1/2010 11/30/2010

Adjustment Reason

Dat:

Itern Dasaiption

Inventory Report Criteria Selection window

4. From the Sort by drop-down list, select a sort option to arrange the information on the report in a
certain order.

5. Use the fields in the Set report range area to enter criteria and filter the information that appears on
the report:

a. From the Description drop-down list, select a category to use to narrow the report.

b. Inthe Starting value and Ending value fields, enter the beginning criteria and ending criteria
that will be used to narrow the report. Depending on the description selected, it may be possible
to press F2 in the Starting value and Ending value fields to search for and select the
appropriate item or value from a list.

c. From the And/Or drop-down list, select the appropriate option to include additional search
criteria—select And to include all of the description ranges entered or select Or to include any
of the description ranges entered.

d. To clear arange, highlight the range row and click Remove Range (or press CTRL+D).
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6. To preview the report before printing, click Preview. If there are results that match the criteria, the
Inventory Report Preview window displays information based on the specified sort order and range.

I Inventory - Adjustment Report g@
This repart prints out itermns that have had the quantity or price adjusted, by item desecription and adiustment date, ﬁ
FE& W4 p M2 |1|_|:| 9 Q100w W
Inventory - Adjustment Report
Sorted By Date
ftem New  Adj.  MNew  Adj.  Expiration User Adj. Location
Date o Description Cost Cost Gty Oty Date Lot Number ID_ Reason Status
332008 CWP10 WD Canime Venman & Pataia 108 wa wa 200 3.00 bag NT  Cycle count [
332008 AD canine | feine ad can nla wla 5200 9000 can NT  Cycle count <
382008 FLP Fromine Plus 0228 x 1 dase wa wa 500 5.00 dass JC Cycle count c
VEP008 FLPZI  FrodinePus 23.48 x 1 dase nla n'a 500 5.00 each © Cycie count c
VA2008  FLP2II  FrominePus 23.42 1bx 3 doses nla wa 2300 2300 each C Cyce count c
XE2008 FLP2I6  FrominePus 2344 b xd doses na wa .00 36.00 each )C Cyce count <
3a2008 FLP3 Franline Plus 02210 x 3 doses wa wa 15.00 15.00 each W& Cyde count <
3a2008 FLP4S Fronine Plus 4583 lox 1 wa wa 700 7.00 each W& Cyde count <
IE2008 FLP453  FrominePlus 4588 lbx 3 dases nla wla 700 2700 each WC Cyce caunt <
82008 FLP456  FrominePlus 4588 b x 6 dases wa wa 17.00 17.00 each WC Cyche caunt c
382008 FLPE Framine Plus 0228, x8 dases wa wa .00 3600 each WC Cyche caunt c
62008 FLPE Frorfine Plus 8913210 x 1 dose na na &00 800 aach IC Cycle count c
AE2008 FLPE#3 Fromine Plus 8313210 x 3 doses na na 21.00 21 .00 aach ) Cycle count c
XE2008 FLPEIG  FrominePus83-13210 x6 doses na wa 2400 2400 each )C Cyce count <
JE2008 ML Fierospior 115MG x1 265010 nfa n'a 200 9.00 wabiet S Cycle count <
IE2008 MM hierceptar S7T5MG x1 112508, nla n'a 1200 12.00 each WC Cyche caunt <
382008 MLI2 hiercsptar 11.5MGx 12 2850 b nla n'a 16.00 16.00 each WC Cyce caunt <
82008 WS hiercmtar2 IMG =1 0100 na wa 400 £.00 aach WC Cyche caunt c
82008 ms12 Itercaptar2. 3 MG x 12 0-10 B n'a n'a 16.00 16.00 sach ) Cydle count c
62008 SE Intercantar2 3 MG x6 0-1018 n'a n'a 2000 2000 cand IC Cycle count c
JE2008 WL herompiar2310MGx 1 51-100 b n'a n'a 1200 12.00 each )C Cyce count <
AE2008  WMALI2 hercenior23.0MGx 12 51-100 I n'a n'a 2000 2000 each )C Cyce count <
JE2008  MXLE Fierompior 231.0MGx 6 51100 b nfa n'a 3000 30.00 each W& Cyde count <
3a2008  MMi2 hieromptar 5 75MGx 12 1125 b, nla n'a 2400 2400 cach WC Cyce caunt <
JE2008  MME hierosptar 5 7T5MGx 6 1125 I8 nla n'a 600 .00 each WC Cyce caunt <
82008 MLE hiercmptar 11.5MGx 8 26-50 I na n'a 1300 13.00 each JC Cycle count c
3132008 DCO35 Punna Canne DOO 35Lhs na na 200 200 bag NT  Cycde count c
13/008 PCOCO8 PusnaCannme DOOE B na na 200 300 bag NT  Cycde count c
313/2008 COPI0 WD Canine Duck &Potma 1048 na wa 100 400 bag NT  Cycle count <
313/2008 COP20 WD Canine Duck &Potata 164 wa wa 100 5.00 bag NT  Cycle count <
3132008 CWP WD Canine Versan Patan canned wa wa 200  2300can NT  Cycle count <
313/2008 ECLRIS lams Camine Low Residue 15B. nla wla 300 3.00 bag NT  Cycle count <
3132008 FP5 lams Fsh& Patasa 158 wa wa 100 £00 bag NT  Cycle count c
Page 1a15

Inventory Report Preview window

7. Change the page that is displayed in the preview window by clicking First Page M
Previous Page 4 , Next Page » , or Last Page M.
8. Change how large the page is displayed by clicking:
| Actual Size to show the page in its actual size
" Fit Page to resize so the whole page is visible
g, Fit Width to resize so that the page is shown as wide as the window
& ZoomInto display the page larger
& Zoom Out to display the page smaller

1% | V) Zoom Ratio to either select a zoom percentage from the drop-down menu or type a
percentage and press ENTER to resize to that zoom percentage

9. To print the report from the preview window, click Print = or to save the information to a file, click
Save 4.
10. Click Back to return to the Inventory Report Criteria Selection window.
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11. To print the report from the Inventory Report Criteria Selection window, with the desired criteria

selected, do one of the following:
e (lick Print Now to print the report immediately to the default printer.
e (Click Print to select print options before printing the report.

12. Click Back and then click the Close button to return to the Report Search window.

Inventory - Adjustment Report
Use the Inventory - Adjustment Report to view a list of quantity or price adjustments in inventory.

Inventory - Adjustment Report
Sorted By Date

ttem Mew Adj. Mew Adj. Expiration User Adj. Locaion
Date 10 Description Cost Cost Gty . Gty Date Lot Number |0 Reason Status
& 30/2008 DE65E Adult Canma 14 T5az Baal 300000 300000 2500 2800 can 9212008 EF2I4565E2 C5  Cydecaunt CSTONE  C
& 30/2008 02012 Aspinn Baus 240 gr 300000 300000 15.00 1500 bax 132008 124558134541 C5  Cydecaunt CSTONE  C
AE2006 02333 Amawicilin 50 mg 300000 300000 100000 50000 wablet 32472007 5855952 C5  Esgimd E W
AEZ00E 05670 a'd Carnine Faline Can S50z 300000 300000 000 0100 can C5  Cost adustment [
AE2006 02360 Ama-Inect 25 gm 300000 300000 150000 50000 cc IA200T7  GIBAZI &5 Cyde caunt FJ W

Inventory - Audit Open Details Report

Use the Inventory - Audit Open Details Report to display an itemized listing of inventory items that have
item details completed. This listing includes location, expiration date and lot number for items marked as
verified but have not been finalized yet.

Inventory - Audit Open Details Report
Sorted By Item Description

Transaction Transaction Expiration
Type Paient 10 Locaion ID Lot Number Date Quantity
Hem: 12200 Albumin Test Kit
Wit List {87141} Charfie Lab CSTONE 1.00 EACH
*Current QOH: 200 EACH
Mom: 13822 BUN Test Kit
Wit List {85793} Mufin Lab CSTONE 1.00 EACH
*Current QOH: 2200 EACH
fem: 15111 Calcium Test Kit
Wit List {5187-2) Juna Lab CSTONE 1.00 EACH
*Current QOH: 13.00 EACH

Inventory - Audit Report

Use the Inventory - Audit Report to display an itemized listing of inventory item transactions in
Cornerstone. This list can be used as a reference if re-keying data is necessary. When printing this
report, enter ranges to filter the report to avoid printing a large report.

Inventory - Audit Report
Sorted By Item Description
Transaction Transaction Expiration
Type Client MNvendor 2] Date Lot Number Date Quantity
Hom:  Did2E DAZPICPY
Recaipt Wendar B 123 & 302006 7200 dease
* GurrentQOH: 7200 dose
fem: 01035 Falina Leukemia Waccine
Resceipt WVendar B 123 &'30/2005 2400 dose
* CurrantQOH: 2400 dea
Hem: 01430 Fluvaz-EWT 10 ds
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Backorder Report

Use the Inventory - Backorder Report to view all items on back order.

Chapter

24: Other Inventory Tasks

Inventory - Backorder Report
Sorted By Item Description

Order Criginal Backorder Date
ttem 1D Description 10 UomM Quantity Ewpected Backordered Cancelled Recsived Espected Vendor
0in7s Fabwac 3 7 cas 3.00 2.00 2.00 1.00 0.00 8/82008 ‘wiendor A

Inventory -

Cost Report

Use the Inventory - Cost Report to display the cost of inventory on hand. This is a good report to print
when processing end-of-year. If the practice does not perform an EQY cycle count, print this report to
obtain the value of EQY inventory information.

Inventory - Cost Report
Sorted By Item Description
ftem Base Average Totd Marlup Last Purchase Primary
s} Description Price QOH Cost Cost [/ Margin Date Unit Cost  Wendor Locaion Group
Q5670 atd CanneFaing Can §.5az 345 000 30,0000 3000 0.00% 30,0000 0 CETOME
05670 ald CaninelFaing Can 5 50z 115 000 300000 3000 000% 300000 0 FJ
2000 Adequan 3900 000 bate 300000 3000 000% 300000 Verdar i R
05EEE Aedult Canine 14.75 oz Boed 325  000can 30,0000 3000 0.00% &/ 25/2008 30,0000 0 E
08658 Deluit Carine 14 75 az Beed 125 000em 300000 3000 0.00% 8252008 300000 0 W
08668 Aeluit Carine 14 75 0z Beed 3125 16000 can 300000 3000  0.00% 8252008 300000 0 GCSTONE
2003 Aenisrptyling 10 mg 3012 000 tabiet 300000 3000 000% 300000 Verdar A i
2008 Aemitrigbine 25 mg 3014 000 tabiet 300000 3000  000% 300000 Verdar i E
Inventory - Cost Totals Report

The Inventory - Cost Totals Report displays the total cost of inventory on hand, summarized by item
classification.

Inventory - Cost Totals Report
Sorted By Class ID

Class ID Description Total Cost
ANL ANESTHESIA- LAR GE $0.00
DEN DENTAL- SMALL $0.00
HEA, HEARTWORM $0.00
MIL MISCELLANEOUS - LARGE $0.00
NTR NUTRITIONAL $0.00
PHA PHARMAGEUTICALS $2.50
SKE SKIN CARE $0.00
SUP SUPPLIES $0.00
WAL WAZ CINES & BIOLOGICALS $3.84

Grand Tota: $E.14
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Inventory - Counts Report

Use the Inventory - Counts Report when performing a cycle count of inventory items marked to Maintain
Quantity on Hand (QOH). The report lists the current quantity on hand for each item and provides a
space to write the actual number of items physically available for each item.

Inventory - Counts Report
Sorted By Item Description
Espiration Lot

Actual tem D Description On Hand  Locdion Date Number

<]l Adult Canine 14.75 oz Beef 144, can Central Storage 342007 TETAG2Z21
[ ] oasss Adutt Canine 14.75 oz Beef 16.0 c&an Certral Storage 9/21/2008 8723456682
[ | oz2360 Amod-Inject 25 gm 1000 ez Or. Jores® Truck 3/82007 608823
[ ] 02360 Amox- Inject 25 gm 1000 ez Pharmacy 31302007 778051
[ ] o230 Amox-Inject 25 gm 1000 ez Supplies East 302007 826504
[ ]n233a Amosdcillin 50 mg 75.0fablet  Or Jomes'Truck  3/242007 5456082
[ ]o233a Amosdcilin 50 mg 15004ablet  Pharmasy 3NQ007 23584
[ ]o233a Amodcilin 50 mg 425.fablet  Supplies East 32402007 5456062

Inventory - Evaluation Report

Use the Inventory - Evaluation Report to view information about each inventory item marked to Maintain
Quantity on Hand (QOH).

Inventory - Evaluation Report
Sorted By Item Description

Hom: 02000 Adeguan Class:  PHA PHARMAGEUTICALS
Buy/!Sall Ratio: 1 bote w0 1.00 botte Dispensing Foe: 3000 Soll UOM: botte
On Hand: 000 b Lead Timea: i Prices Auto Calc ulate: Ves
On Ordar: 000 Beta Raordar Point: 200 Betta Minimum Prica: 3000
On Backorder: 0.00 bt Reorder Quantity: 300 bote Priim ary Vendor: Wandar A

Buy UOM: bt Overstock Point: 600 batte Wandor Hem ID:
Last Purchass Date: Location: RX
Base Pricing info: 34900 Markup: 0%
Mem: 02003 Amitriptyline 10 mg Class:  PHA PHARMACEUTICALS

Inventory - Expiration Date Report

Use the Inventory - Expiration Date Report to view a list of inventory items that will expire before a
specified date.

Inventory - Expiration Date Report
Sorted By Location
ttem Class On Buy /Sdl  Ewpired Unit of E=piration Unit Totd
L8] Description 1x] Hand Ratio Gty Measure  Date Lot Number Cost Cost
Central Storage CSTON
05668 Adult Canine 1475 oz Beed HTR 160.0 1 16.0 (=] A21/2008 EF23L56582 3000 3000
05668 Aduit Canine 1875 az Beel HTR 160.0 1 1440 n 4007 TETIEZ2 3000 30.00
a2ai2 Asginn Babus 240 gr PHA iaa i 130 bax WA2008 124555134541 3000 3000
Lt ToaFbarush suP 20 1 20 wach a7 83752 3000 3000
TIB4 Taatbrush fngar DEN 1.0 1 1.0 wach 302007 98LEE211 3000 3000
03902 Trigbes A B el yed mcrrt PHA B0 1 20 fube 10/26200 14236587 357 30.10 019
03902 Trig bes 4 B il yod macort PHA .0 1 40 fube ¥28/2007 B5056465 30.10 3038
Tota Value of Inventoryfor Certral Storage

Based on Last Cost: $7.50

Based on Average Cost: $0.58
Or Jdomes' Triek El
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Inventory - Internal Usage Report

Use the Inventory - Internal Usage Report to view all the items and their associated costs that were used
internally by the practice

Inventory - Internal Usage Report
Sorted By Item Description

ttem Lot Expiration Date Class Unit

10 Description Number Date Locaion Used 0 Guantity Cost Cost

0EEEE Adult Canine 1475 az Baad TATIE2N 3142007 Cantral Starage 1182007 NTR 12.0emm 31.1500 31380
Totd Usage: $13.80
Tax: $0.00

Totd Cost: $13.80

Inventory - ltem Vendor Information Report

Use the Inventory - Item Vendor Information Report to view a list of vendors and associated information
assigned to inventory items through the Invoice Item List.

Inventory - Item Vendor Information Report
Sorted By Item Description

Wendor Lead
ftem 1D Description Yendor Primary Contact tem 1D Cost Date Time
02000 Adequan ‘wiendor A fas Pat King $0.00 Fi2oc004 1 days
0a7E4 Adult Canine 10 Ib bag Original ‘wiendor A [ Fat King F0.00 87252006 0 days
02003 Amiriptying 10 mg "wendor A fas Pat King F0.00 Firaco0d 1 days
02008 Amiriptyline 25 mg “wiendor A fes Pat King F0.00 7202004 1 days
02008 Amiriptyline 50 mg “wendor B fes Iatt Vi not F0.00 7202004 1 days
07380 S Ininet 28 are nlar = Bzt Winn TO0 TOMOO0A D dae

Inventory - Items Profit Analysis Report
Use the Inventory - ltems Profit Analysis Report to determine profitability of inventory items sold.

Note: For data to appear in the appropriate columns, end-of-month must be processed twice and end-
of-year once, before data appears for the appropriate columns for this report. The data in this report
corresponds to the data in the EOM Inventory Sales Report.

Inventory - Items Profit Analysis Report
Sorted By Class ID
Month to Date Year to Date
ttem 1D  Description Frequency Sdes Cost Prafit Frequency Sdes Cost Profit
ANL ANESTHESIA - LARGE
7407 tast 0.00 3000 3000 3000 000 3000 3000 3000
DEN DENTAL - SMALL
7364 Taast 1) a.00 30.00 30400 3000 0.00 30.00 000 8000
7361 T aking Sada (o & dags) 0.00 3000 3000 3000 000 3000 3000 3000
7360 Taatmaste Tasar Cartml jcats & dags) 0.0 30.00 3000 30.00 0.00 30.00 3000 3000
HEA HEARTWORM

Inventory - Linked Items Report
The Inventory - Linked ltems Report lists all of the invoice items that have inventory items linked to them.

Inventory - Linked Items Report
Sorted By Item Description

ttem 1D Description Linked kem ID  Linked tem Description Quantity Uom
1100 EORDETELLABOOSTER 01010 Bordetella vacoine 1.0 dose
101 BORDETELLAFIRST 'WAs 01010 Bordetella ‘vacdine 10  dose
1102 EORDETELLA SECOND WAC 01010 Bordetella Wvaccine 1.0 dose
1120 0AZP/CPWBOOSTER 01025 DAZPCPY 10  dose
" DAZP/CPWFIRST WAk 01025 DAZPICPY 1.0 dose

Cornerstone User’s Manual 336



Chapter 24: Other Inventory Tasks

Inventory - On Order Report
Use the Inventory - On Order Report to view detailed order information for items currently on order.

Inventory - On Order Report
Sorted By Vendor Name
Guantity GQuantity Order Order Lead
ttem 1D Description On Hand On Crder [11] Date Time Group
‘endor: Vendor A
o1o7s Fabnac 3 -10.00 dose 2.00 case 7 /72006 0 days

Inventory - Overstock Report

The Inventory - Overstock Report displays a list of inventory items that are above their overstock point,
according to reorder information set up at the practice.

Inventory - Overstock Report
Sorted By Item Description

tem 1D Description QOH Overstock Lewe Overstock Cost Totd Cost Locaion
02360 Amo-Inject 25 gm 1000.00 T50.00 o= .00 .00 R
02360 Amox- Inject 25 g 1000.00 ITE.00 e .00 .o FJ
02333 Amoxeillin 50 mg 1500.00 800.00 tablet 0.00 $0.00 R
02338 Amoncillin 100 mg 1500.00 500.00 fablet $0.00 .00 R
02330 Anondeillin 150 rmg 1500.00 G50.00 tablet $0.00 $0.00 R
02342 Amoxcillin 200 mg 1500.00 750.00 tablet $0.00 $0.00 358
02345 Amoxeillin 400 mg 1500.00 650.00 fablet 0.00 .00 R
nn2. iaillin Ininctabl Ann nn 250 00 an on o0 oy

Inventory - Partial Receipts Report

The Inventory - Partial Receipts Report lists orders that have been partially filled but remain open
because some items on the order have not been received yet.

Inventory - Partial Receipts Report
Sorted By Vendor Name

GQuantity Guantity Receipt
tem ID Description Ordered Receiwed Number Unit Cost
Wendor: i Ny Wendor
PO Number: 5478 ‘e dre sday, October 24, 2007
02387 Baytril 68 mg 3.00 bottle
0244 Cawamox Drops 6.00 botte

Inventory - Purchase History Report

Use the Inventory - Purchase History Report to view a list of past vendor transactions for the practice,
including the receipt and return of inventory items.

Inventory - Purchase History Report
Sorted By Item Description
Date Type Quantity Purchased Unit Cost Taota Cost Wendor
06T6S Aduit Canine 10 ib bag Original
A25/2008 Recoipt 2000 bag 30.00 30400 Wendar A
Subtotal — zo00
06668 Adult Canine 14.75 oz Beaf
WSO8 Recept 12400 can %0.00 3000 Verdar A
WEI0E  Return 1000 A %0.00 3000 erdor A
Subtetal — 3000
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Inventory - Receipt Report
Use the Inventory - Receipt Report to view detailed information about items the practice has received.

Inventory - Receipt Report
Sorted By Vendor by Recpt
kem ID Description Order 1D Cuantity Staff ID Cost Tax Totd Cost Specid
Vendor: A Wendor A
Receipt: 10802361 B/2312006
02207 Fimadyl 25mg 8256 8.00 botte $0.0000 F0.00 F0.00
02208 Fimadyl Injectable 8256 12.00 wvial $0.0000 F0.00 F0.00
02210 Fimadyl 75mg 8256 8.00 botte $0.0000 F0.00 F0.00
02213 Fimady 100 mg 8256 8.00 botte $0.0000 0.00 F0.00
02222 Torbugesic 10 mg/fml 8256 12.00 vial $0.0000 0.00 F0.00
02360 Amoxi-Inject 25 gm 8256 12.00 botte $0.0000 0.00 F0.00

Inventory - Reorder Report

Use the Inventory - Reorder Report to view a list of inventory items, marked to Maintain Quantity on Hand
(QOH) that are at or below their reorder points. This report contains the same information that appears
within the Automatic Suggestions tab on the Purchasing Work List.

Inventory - Reorder Report
Sorted By Item Description
Quantity Reorder Reorder Tota Gty Lead Last Primary
ftem 1D Description On Hand Poirt Gluantity On Crder Time Cost Wendar Locaion
02000 Adequan 0.0 2.0 botle 3.0 bottle 0.0 bottle 1 days $0.00 ‘vendaor A R
02003 Amiriptyline 10 mg 00 1000 tablet 2.0 bag 0.0 bag 1 days $0.00 endor A R
02006 Amniriptyine 25 mg 00 1500 tablet 2.0 bottle 0.0 bottle 1 days $0.00 vendor A E
02006 Amiriptyine 28 mg 0.0 1500 tablet 2.0 bottle 0.0 bottle 1 days 30.00 vendor A 354
02006 Amniriptyine 25 mg 00 1500 tablet 2.0 bottle 0.0 bottle 1 days $0.00 vendor A W
02000 Arnitriptying 50 mg 0.0  100.0 tablet 1.0 bottle 0.0 battle 1 days $0.00 vendor B CSTONE
02009 Amiriptyine 50 mg 00 2000 tablet 2.0 bottle 0.0 bottle 1 days $0.00 ‘vendor B R
02027 Banarnine 50 rrg 100 mil 0.0 800 oo 2.0 bottle 0.0 battle 1 days $0.00 ‘vendor & CSTONE
02027 Banarmine 50 mgJ/100 mil 0.0 1000 co 2.0 bottle 0.0 bottle 1 days $0.00 ‘vendor A R
Inventory - Returns Report
The Inventory - Returns Report lists all of the items that have been returned to a vendor.
Inventory - Returns Report
Sorted By Date
tem Quantity Authorized Recsipt
Date 1] Description Returned Cost By Number “Wendor Locaion
ANMNE @I Baywi O 20 300000 Verdor B Supgles East
52006 0A6EE Aeluit Carine 18 75 0z Beed 10.0 300000 e #

Inventory - Turnover Report

The Inventory - Turnover Report helps track how many times inventory completes a cycle of being
received or sold. Use the ratios to adjust purchase patterns and to help optimize cash flow.

Note: The ratio that appears is the amount of the item depletion, divided by the item’s average quantity
on hand (QOH). The validity of the report depends on the accuracy of the QOH. If receipts, returns, and
internal usage are not used correctly, the turnover ratio may not be accurate.

On the Inventory - Turnover Report preview window, select the Beginning Period Date Processed and
the Ending Period Date Processed to calculate the turnover ratio for the specified month’s date range.
Click OK. The Set report range area appears. If applicable, select a range of information and then
preview or print the report.

Note: End of Month (EOM) must be processed in order to have date selections available.

Cornerstone User’s Manual 338



Chapter 24: Other Inventory Tasks

Inventory - Usage Tax Report

Inventory - Turnover Report
Sorted By Item Description
From: Thursday, September 07, 2006 2:51:03 AM To: Saurday, Septermber 09, 2006 9:53:34 AM
temld  Description Beg. Q0OH Received Adjusted Returned End QOH Turnower
05E70 ald CanmeiFaling Can 550z Q.00 000 a.oa ooa a.aa a.aa
2000 a.00 000 a.0a i) 0.0 000
0EEEE 180.00 0.00 a.0a 000 160.00 000
2003 0.00 0.00 a.0a 000 000 000
2006 0.00 0.00 a.0a 000 000 000
Lieiil] 0.00 000 000 000 000 000
@380 Aencm- ke 25 g 3000.00 000 000 000 300000 a0
2333 Amomcilin. 50 mg 200000 000 a.ad 0.0a 200000 a0
12336 Aencmicilin 100 mg 200000 000 a.aa 000 2000.00 Q00
[eReT feneriestien 150 LT i i a.0a a00 200000 a0

Some states require practices to pay taxes on items used internally. Use the Inventory - Usage Tax

Report to show the cumulative amount of tax owed based on internal use.

Inventory - Usage Tax Report
Sorted By Date

Tax Taxable Totd Tax

Tax Description Percant age Usage Armount
St Sakes Tax 7.0 3534 3037
Total Tax: $0.37

Inventory - Vendor Summary Report

Use the Inventory - Vendor Summary Report to view the detailed information about the vendors that are

set up in Cornerstone.

Inventory - Vendor Summary Report
Sorted By Vendor Name
A - Vendor A

Address: Account Number: 1234
Confact: Paiking
E-mail:
Telephone:

Nodes: {115 22-1234
Alorts:

Inventory - Want List Report
Use the Inventory - Want List Report to view details of items currently on the Want List.

Inventory - Want List Report
Sorted By Item Description

ke m Unit  Total
Id Description Group Locaion MNeeded Reason Added by Date Status Cost Cost
maza Clanvarnax &2 5 mg 1500 ket mull, Comamtone | @7/2008 Mol Dane 000 s000
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Chapter 25: Electronic Inventory Ordering with IDEXX
SmartOrder™ Inventory Solution and MWI Veterinary Supply

®

IDEXX SmartOrder* electronic inventory ordering allows for a more efficient inventory work flow with
real-time online inventory ordering through MWI® Veterinary Supply. Using the IDEXX SmartOrder
connection, orders placed within the Cornerstone* Practice Management System receive real-time
inventory status updates and pricing updates from MWI. Order tracking is provided once MWI has
processed an order and as orders are shipped. In addition, Cornerstone automatically recognizes the
receipt of the shipment.

Note: For information on setting up IDEXX SmartOrder and MWI electronic inventory ordering, see the
help for the Practice Information window in Cornerstone.

Benefits of IDEXX SmartOrder include:

¢ Ordering from within your practice management system—The order process is within your work
flow so you do not have to switch among multiple systems to place or track an order.

¢ Real-time pricing details—When you place an order, cost for that item is displayed in the purchase
order. In addition, when quantity discount opportunities are available, a notification is visible in the
SP (Special Pricing) column of the purchase order.

¢ Immediate notification of item availability—You will know right away if items are on back order.

¢ ltem status updates—Orders can be tracked from the time they're placed to the time they arrive at
the practice.

¢ Automated electronic receipt of items—As ordered items arrive at the practice, receipts
automatically fill with the appropriate information for quick and easy processing.

Creating an MWI Purchase Order in Cornerstone

To create a purchase order for MWI:

1. Access the Create Purchase Order window from either the Purchase Order List or
Purchasing Work List window.
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File Edit Activities Lists Controls Inventory Tools Reports Weblinks Window Help

BEEsSdRes eI/ e BUAYERERADORY

W™ Purchase Order List ===
View and manage purchase orders Add New Order

Vendor Sttus Date Range
Alendors | [stises [v] omreora o ovmimere Search

PO Number & Vendor - Status Total Order by Date
220 1w Hot sent s2s611 | Bracy, Tom om0tz
B o Sent- Onine stss7 Brady, Tom orar2012
2 Lumenis - laser equp Sent 000 Brady, Tom onzs012

Unmatched Orders

Viewsli 1)

Search resuts 1103 0f 3 Results per page {25 |~

2. On the Create Purchase Order window, select MWI Veterinary Supply or your practice-
specific associated vendor for MWI as the vendor.

3. Inthe invoice item grid, in the ID field, type the item ID and press TAB, or press F2 to
search for and select an item from the Search for Inventory Item dialog box.

Once an item has been entered in the grid, Cornerstone performs a real-time check to verify the
following:

e [|tem has a matching MWI vendor item ID
e Ordered quantity is available

e [tem cost

e Any available quantity discounts

Note: An invoice item line marked “Back order” displays if the item is on back order with the
selected vendor. Contact MWI directly to check on expected date of availability.

4. Alink for the MWI fulfillment and support terms of sale is displayed on the right side of the
Purchase Order List window. Click the link to review the order. You can also click the link to
review MW/I’s terms and conditions.
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Create a Purchase Order for a specific vendor S

Vendor * Group Place order
MWl v All Groups v

D Description ~ | Oty uom | sP Cost  Status Order by Notes  Sp Cancel
102 Lepto Titer at KSU 1.00 [Nong]  |No §15.65 |Ordered Brady, Tom /

Press Tab to move from field to field

Fulfillment and Support
“vour order will be sent to
mwivet.com for fulfilment
and is subject to all of MWI's
Terms of Sale.

view MWI Terms of sale

Total Cost : $15.85 Remove From Order

O Information for Lepto Titer at KSU

5. Select Place Order.
Notes:

e When you place an order through IDEXX SmartOrder, the order is sent to MWI for fulfillment. MWI is
fully responsible for fulfillment of your order, including providing customer support related to your
order.

e Ifyou have a credit card on file at MWI and are set up to be billed by credit card, you will be billed
when you place the order. You will not be able to pay by credit card when you receive the order.

Adding Vendor ltem IDs for Matching Inventory Items in Cornerstone
When adding items to a purchase order, if an invoice item is not recognized by MWI or if the invoice item
does not have an associated MWI vendor item ID in Cornerstone, the invoice item line will display with a
yellow background and an alert message box appears.

At this point, you may either remove the item from the order or double-click the item’s description to
open the Suggested ltem List dialog box and select a suggested MWI item ID match for the item.

On the Suggested Item List dialog box, Cornerstone automatically populates the Description field with
the invoice item’s description in Cornerstone. Click Search to find any closely matching MWI item
descriptions. If you are unable to locate a matching item, you can refine search terms or change the
description to one or more words that may be recognizable and click Search again. If you select the
MWI item as a match, the MWI vendor item ID is automatically applied to the Cornerstone item. This item
will now be available for online ordering from Cornerstone in the future.

Note: If you make a mistake mapping your item ID to the MWI item ID, you will not be able to assign
that MWI vendor item ID. To remove the incorrect mapping, select Lists > Invoice Item and search for
the item. Click Update. On the Inventory tab, click ltem Vendor and delete the vendor item ID on the
grid.

Cornerstone User’s Manual 342



Chapter 25: Electronic Inventory Ordering with IDEXX SmartOrder* Inventory Solution and MWI Veterinary Supply®

Assigning Multiple Vendor Item IDs to a Single Inventory Item ID

You can set up multiple vendor item IDs for a single product as long as you use the same buy/sell ratio

for each vendor item ID.

For example, you might have more than one vendor for amoxicillin 50mg capsules. With both vendors,
you buy in bottles of 50 capsules but sell individually. In this case, you could set up a vendor item ID for
each vendor and link both vendor item IDs to the same inventory item ID.

Buy Sell Example Example
Inventory Vendor ltem
ltem ID ID
Vendor A Bottle of 50 Single tablet | 1001 204
Vendor B Bottle of 50 | Single tablet | 1001 573

Adding a Vendor Item ID While Working with Inventory Orders
As in earlier versions of Cornerstone, you can add a new invoice item when searching for an item on the
Search for Inventory ltem dialog box. The enhanced Search for Inventory Item dialog box in Cornerstone
8.3 now includes new Vendor and Vendor ltem ID fields that provide a quick way to add the primary

vendor/vendor item ID information for the item.

Search for Inventory ltem

Find an inventory item
Wendor: | All Vendors » Classification: | All Classifications v
Dezcription: ttem ID:

Search for a word

ID &4 Vender | Vendorlem D Description Classification
101 Ml 1000 Metronidazole injectable bag Injectables
102 Ml 10008 Lepto Titer at KSU Lab
j; 103 MW 1004 Cerenia 24mg pack of 4 Pharmacy
104 MW 1000 Cerenia 60 mg pack of 4 Pharmacy
_g 107 WM 1 RCVD Canine Hepatic L514 17.5Lb= Diet
_& 108 |HILLS Canine Z/D Ultra 27.5Lbs Science Diet
1000 10% Dextrose Solution Injectables
ALz uva 10N4R4 Wetmedin § mn Anttie nf 50 Bharmar
Search resukts 1 to 25 0f 715 > H
. Add an item
ttem ID*: Description®:
Clas=ification™ v Unit of measure*:
Wendor: w Vendor ftem ID:

Re=ultz per page |25

Search vender tem ID= (only)

Include inactive inventory tems

Price

$35.00
$43.50
$16.00
£24.50
53865
7512
£0.00

SRS

o,

cancel Save

Reset

Select

Note: The alternative method for adding vendor and vendor item ID information for an item is as follows.
Select Lists > Invoice ltem, and then click Update. On the Inventory tab, click ltem Vendor, and then
type the vendor and vendor item ID in the applicable fields in the grid (scroll horizontally to access the

Vendor item ID field).
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I Invoice Item Information for Cerenia 24mg pack of 4 ==

10 103 Cerenia 24mg pack of 4 @ Inventory O Service Group Fick. Dispenszing
| Waccing " Link Iterms " Spec. Actions ” Travel " ‘whiteboard |

| Info " Instructions ” Rerinders ” Taw/Disc: | Inventory
In¥entory information
MNDC/DIN Code: Serial number:
[] Maintain QOH [ Track expiration dates [ Track lot rumbers

Buyp/zell ratio: 1 [i] = [Mene]

Buy barcode:
Stock at locations: Reorder information by location
Central Storage ~|  Select lof I tem Vendor Information m

Controlled Substances Item inf

ti -DK
Flea and Tick Products i ID: 103

Cerenia 24mg pack. of 4

Food Products

Heartworm Prevention I Yendar 1D Mame | Primary | Lead time Cost Date A|
Injectables MW bl Veterinary Supply v 0 1600 0328/2011 (g ﬂ
M o .00 0040040000 f&)
e .00 004000000 &)

(v]

v

b ] .

Tracking Order Statuses from Cornerstone

New order tracking features for electronic inventory orders allow you to:

e See when the status of an ordered item changes, indicating if the order was sent, if the vendor
received the order successfully, etc.

o Ifthe order is received successfully by MWI, the status is Sent — Online.

o Ifthe order is not received by MWI, you will see a message asking you to complete the
order offline and the status is Sent. If this happens, you need to use another method to
send the order, such as by fax or calling MWI.

I® File Edit Activities Lists Controls Inventory Tools Reports Weblinks Window Help [HEE
B4l I 7B TAFOER2@ =6
View and manage purchase orders Add New Order | s
Vendor Status _ DateRange . ) —
|l Vendors v | |Anstatuses | 11082012 5 o 11202012 B ~ search
[P0 Number & | vendor Status. ot T order by Date " For group
| 122378 BISCO DENTAL FILM TRANS. Closed $0.00 Schuize, DVM, Corrin H5R012
123377 Wi Closed 51282 Schuize, DVM, Corrin 11152012 =
| 123381 i |[sent -onine | Schuize, DV, Corrin 11202012
| 123382 Heska [ Sent 1s0.00 Schulze, DVM, Corrin 117202012
| 123383 MARKET LINK sent 50.00 Schuize, DVM, Corrin 11202012 ANmetEtied Ordeis
123384 Novartis | [sent froo Schuize, DVM, Corrin 11202012 || s
| 123385 MWl [Sent- Onine. s238 Schutze, DVM, Corrin 1202012
| 123388 Wi Sent - Oniine: s10.49 Schutze, DVM, Corrin 1202012
| 123387 Novartis _Sent 50.00 Schuize, DVM, Corrin 1202012
123388 Thera Pet Not sent P:,nn Schutze, DVM, Corrin 1202012

e Track individual invoice items in the order by clicking the Track link. This link launches the
associated website (USPS, UPS®, or FedEx®) to access tracking details. The link appears on the
purchase order once MWI has completed processing and shipped the item.

After submitting your order, you will receive a confirmation notice informing you that your order has
been placed with your practice’s associated vendor for MWI, along with a confirmation number for
use in the event you have to contact MWI.
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Synchronization of Electronic Inventory Orders with MWI
If you are set up to use IDEXX SmartOrder with MWI online inventory ordering, Cornerstone checks MWI
order history to detect unmatched orders.

Unmatched purchase orders are created when you manually create an order—for example, if you place
an order online, by phone, or by fax. You can view unmatched purchase orders in the Unmatched
Orders area on the right of the Purchase Order List window, and use the following procedure to create
matching purchase orders for them. This synchronizes the electronic inventory orders from MWI with
Cornerstone and adds them to the Purchase Order List window.

If you start an order in Cornerstone but Cornerstone is not able to connect with MWI, a message
appears telling you that you need to complete the order offline. After you place this order (for example,
by phone or fax), Cornerstone detects it as an unmatched order. However, because a purchase order
was created before the connectivity problem occurred, you need to follow a special procedure to
synchronize this kind of unmatched order. Otherwise, an extra duplicate purchase order will remain in
Cornerstone. In a duplicate unmatched order situation, synchronize the manually created purchase
order, and then use the Delete button to delete the original purchase order created in Cornerstone.

(See “To synchronize an order started in Cornerstone but completed offline” below.)

Duplicate unmatched orders are created if you begin an order using IDEXX Smartorder in Cornerstone
but need to complete the order manually. (This might happen if Internet connectivity issues prevent you
from completing an order through Cornerstone.)

To synchronize electronic inventory orders with MWI:

1. Select the view all link to open the Unmatched Purchase Orders window.

2. Select an order in the top grid to view the invoice items on that order in the bottom grid.

3. For any invoice item that does not have an associated Cornerstone inventory item ID, add the ID in
the appropriate box in the Inventory Item column. All invoices must have associated Cornerstone
inventory item IDs for the order to be reconciled and created.

Note: See “Adding Vendor Item IDs for Matching Inventory ltems in Cornerstone” on page 342.

4. When each line item has been matched to an associated inventory item in Cornerstone, click Save
to create the purchase order in Cornerstone. The Unmatched Purchase Orders window closes, and
the purchase order appears on the Purchase Order List window.
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To synchronize an order started in Cornerstone but completed offline:

1. Select the view all link to open the Unmatched Purchase Orders window.

Unmatched Purchase Orders x

Unmatched Purchase Orders

Sales Order Number Vendor Status  Total Customer PO Number Date
7550776 [ Sent $157579 | 0848183653 09/1172012

Delete
7556853 W Sent 51254 09/11/2012
7562048 uwi Sent $260.20 0932410474 09/112012 Close
7597725 W Sent $140208 | 1246841425 1301172012
7625393 Wi Sent 5846 47 1348195862 141172012
7653379 w1 Sent 548522 1555226 7413169 151172012

5685879 uwl Sent $179.68 1636051412 16/10r2012

Line items for Purchase Order: 5686879 All unmatched ifems must be matched befor the PO can be complated
Invoice Number  Vendor femD ™ Vendor lem Description Unit Cost Quantity Inventory Rem
6064128 29755 Biotene Water Addiive 40z $10.23 3.00
6064128 32282 Ibuprofen Tabs 400mg 8500 $13.05 1.00
6064128 33254 Novift L 400mg B30 $43.20 200
6064128 35212 Ketocanazole Tab 200mg 8100 $15.59 1.00
6064128 35784 Gabapentin Capsules 400mg 8100 $14.00 1.00
6064128 415 Depo Medrol 40mg Rx sce $18.95 1.00

2. If you know that the order listed is a duplicate, select it and click Delete to use the original
purchase order from the Purchase Order List.
Tip: The original purchase order has a lower purchase order number.
OR
If you decide to synchronize the unmatched order, follow the “To synchronize electronic
inventory orders with MWI” above.
Note: You must close the original purchase order in the Purchase Order List after you have
synchronized the new unmatched order.
To close an order:

a. Onthe Purchase Order List, select the purchase order that was originally created for this order.
b. Click Close Order. The status changes to Closed.

c. Click Delete. The original purchase order is removed from the Purchase Order List.

Receiving Orders

To receive an order:

1. Select Inventory > Order List. The Purchase Order List opens.

2. Select the purchase order and click Receive Order.

3. Type the receipt number for your order in the Receipt Number box. The item list displays.
4

Review the order for completeness and update the status by either clicking Receive All or by
selecting Received from the Status drop-down list for each item.

5. Missing order information (e.g., lot number) is in red text. You must update this information before
you can post the order. Click Receipt Item Details to fill in the remaining fields.

6. Click Post.

7. Inthe Change Prices window, make any final adjustments and view the current and new pricing, if
applicable.

8. When finished making any changes, click Post.
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(WX Purchase Order List [eT==]

View and manage purchase orders | Add New Order |
Vendor Status Date Range ———— T
[ onine v| |Anstatuses v i i | searan | [

I Print J
PO Number &  Vendor Status Total QOrder by Date | Delete |
== |

Close Order
Receive Order
:Re(d\m Purchase Orde L

Select a vendor and enter a receipt number. ftems on purchase order are displayed in the grid. To receive items change status to received. After | Save |
changing the status make other adjustments needed. B

Open receipts for vendor | Save And Print |
<New Receipt>

‘Vendor Receipt Number Date 7l

[ onine G owzs0tz T |D21546464 /L
15165464

| Cancel |

PO Humber
Sort in original PO sequence To receive items from a
specific purchase order,
Status Qty D Description PO Number uow s Cost Tax select the purchase order
number. Click Receive Al
to change the status of all
items received or manualty
change the status of each
item. To manually add the
item to the receipt, enter
item I in the ID field. To
remove the items that you
have manually added to
the receipt, select the tem
ling and click Remove fem.

|Rece'pt Ttem Details || Remove Item H Receiv || View Order Shipping: § 6.5 Total Tax: § 0
Total $32.03

| O Information

View and manage purchase orders | Add New Order |
Vendor Status Date Range —_— T
All Vendors [v| [arstatuses v owzEmz [ o ovzrznz [ ‘ Search

[ Pt |

PO Number & | Vendor Status Total Order by Date Delete
121 MWI Veterinary Sul Sent £0.00 TODO 0372772012 o 1|
| v Supply | ‘ ‘ | | Close QOrder |
122 WWI Veterinary Supply Sent 58553 TODO 032712012 e —

Receive Order

Search resufts 1 o 3 of 3 4 4/ M Resulls perpage 125 |+

- |

Cornerstone User’s Manual 347



Section 5 — Using Cornerstone™ Imaging

Chapter 26: Using Cornerstone* Imaging
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Overview
Cornerstone* Imaging provides standard imaging functionality and comes standard with the IDEXX
Cornerstone* Practice Management System.
Cornerstone Imaging allows users to:

e Download or import images from medical devices, such as scanners, ultrasound equipment,
endoscopes and digital cameras

e Save images to patient history for later review

e Provide a customized CD with an image viewer. This allows a practitioner or client to provide patient
images to a referring specialist or back to a referring veterinarian in a digital format (DICOM® and
jpeg)

Note: Staff members must have appropriate security permissions to access the Cornerstone Imaging

features.

Before You Begin

e Install any compatible devices (for example, scanners) and any necessary accompanying TWAIN
software.

e Set up your Imaging defaults. See “Chapter 6: Setting Cornerstone Imaging Defaults” in the
Cornerstone Administrator’s Manual for information on setting Cornerstone Imaging defaults and
system settings.

Common Interactions
The imaging features of the Cornerstone software have been designed so that a number of different
windows function in similar ways. Below are some tips to remember when using the software.
To select multiple items:

» If you want to select more than one image thumbnail on the Image Explorer window or the Image
Viewer window, hold down the CTRL key while you select the items you want. In the Image Explorer,
you can also select a group of images by clicking the first image in the group and then holding
down the SHIFT key while you click the last image in the group. The first and last images and all the
images between them are selected.

To deselect items:

» If you want to deselect something that you have selected, click again while holding down the CTRL
key. The item or thumbnail is no longer selected.

To sort columns:

1. If you want to change the order in which information is displayed in a table, click the name of the
column by which you would like to sort the table. An example of such a window is the Select Patient
dialog box that is used when reassigning studies.

2. Click the same name again to reverse the sorting order.
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To begin image-related actions quickly:

1. For most of the actions which you can begin on the Image Explorer window, such as printing,
emailing, or creating a patient CD, if you want to apply the action to a whole study or series, you
only need to select one image that belongs to that study or series.

2. Click the appropriate button on the right side of the Image Explorer or right-click and select the
action from the menu.

3. Inthe dialog box that appears, select Study if you want the action to be carried out on the whole
study, Series if you want the whole series, or Image if you want only the image.

To begin image-related actions with a right-click:

» In both the Image Explorer and the Image Viewer, if you right-click on an image thumbnail, a menu
lists actions that you can perform on the image (or images) that you have selected. Examples of
these actions include reviewing, emailing, or printing images from the Image Explorer and cloning or
emailing images from the Image Viewer.

Cornerstone Imaging Basics
Accessing Cornerstone Imaging Features

To access the Image Explorer window for a patient:

» With a patient selected on the Patient Clipboard*, in the Patient list area, right-click the patient name
and select Image Explorer.

To access the Image Explorer window without selecting a patient:
1. Do one of the following:
e (Click the Image Explorer m toolbar button.
¢ On the Activities menu, select Imaging> Image Explorer.
2. Tofind images for a client and/or patient, see “Search Area (Quick Search Tab)” on page 357.
To access the Image Viewer window:
» Do one of the following:

e From the Patient Clipboard, double-click the image series in the Patient History area Summary
tab. The Image Viewer window appears, with one image displayed in the main window and the
rest of the image series displayed as thumbnail images in the Thumbnail pane.

o From the Image Explorer, do one of the following:
o Double-click the thumbnail for the image.
o Click the thumbnail for the image, and then click Review.
o Right-click the thumbnail for the image, and then select Review.
To access the Archive Images window:
» On the Activities menu, select Imaging> Archiving.
Exporting Images

Images can be exported from Cornerstone in different image file formats to be imported into other
software programs or to be sent over the Internet. Cornerstone can export images in the following
formats: bitmap, JPEG, and TIFF.
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To export an image:
1. Using the Image Explorer, right-click the thumbnail for the desired image, and select Save As from
the pop-up menu.

2. On the Save As dialog box, enter a name for the image, and select a format and a location for the
file.

3. At the bottom of the Save As dialog box, do the following:

e Select Burn Overlays if you want the images that you email to contain the overlay information
displayed in the Image Viewer.

e Select Burn Annotations if you want the images that you email to contain the annotations
created in the Image Viewer.

Note: See “Applying Annotations and Overlays” on page 372 for information on annotations and
overlays.

4. Click Save to complete the process.

Reassigning an Image Study

An image study can be reassigned to a different patient, if necessary.

Note: Image, series, and study are important concepts in Cornerstone Imaging. For more information,
see “About Image, Series and Study” on page 361.

To reassign a study:

1. Inthe Image Explorer, select an image from the study you want to assign to a different patient. Click
Reassign on the right, or right-click and select Reassign from the pop-up menu. The Select Patient
dialog box appears.

2. Tofind the patient to whom the study will now be assigned, type information in the text boxes at the
top of the Select Patient dialog box, and click Search. The search results appear in the table lower
down in the dialog box.

3. Inthe table, click the patient to whom you want to assign the image record, and then click the red
Select Patient button on the far right. The study is moved to the patient you have selected. The
Image Explorer now shows the patient with all its studies.

Deleting Studies

Your ability to delete image studies is dependent on your security settings.
To delete a study in the Image Explorer:

1. Click the study in the Results Detail window to select it.

2. Click the Delete button in the column on the right, or right-click and select Delete from the pop-up
menu.

3. The Confirm dialog box appears. Click Yes. The study is deleted.
Deleting Images

Your ability to delete individual images is dependent on your security settings.
To delete an image in the Image Explorer:

1. Click the image’s thumbnail to select it.

2. Click the Delete button in the column on the right, or right-click and select Delete from the pop-up
menu.
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3. The Confirm dialog box appears. Click Yes. The image is deleted.

Importing and Acquiring Images from Scanners, Ultrasound, Digital Cameras, etc.
Scanning Images
To scan images:
1. Do one of the following:

e With a patient selected on the Patient Clipboard, in the Patient list area, right-click the patient
name and select Image Import. The Image Viewer appears.

¢ Click the Image Explorer m toolbar button. The Image Explorer window appears.

e On the Activities menu, select Imaging > Image Explorer. The Image Explorer window
appears.

2. If you selected client and patient on the Patient Clipboard, go to step 3; otherwise choose one of the
following options on the Image Explorer.

¢ Click the Quick Search tab to search for client or patient by name or ID and/or date or species.
Select search criteria and click Search. Select client and patient and click Import. The Image
Viewer appears.

e (Click the Advanced Search tab to search for client and patient by client/patient name or ID,
keywords, date range, type of modality (ultrasound, endoscope, etc.) and inactive/deceased
patients. Click Search. Select client and patient and click Import. The Image Viewer appears.

3. Click the Open tool and then:

e To scan images with a scanner that allows you to scan multiple pages at one time, click Multi
TWAIN. The images are acquired and displayed.

e To scan images with a device such as a flatbed scanner, where you have to scan one image at
a time, click Single TWAIN. The images are acquired and displayed. Repeat this step for each
image you want to import for this patient.

4. Click Edit Image Detail @ The Image Details dialog box appears.
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! Image Details @
Image Details
Study  |Study 941409 Series Title  |Dental Photos
Title  lirmaga 2 [ 1key Image
client Name Dos, lohn
Source  s¢ v
Patient Name Fifi
[ Modality |Secondary Capture
Capture Date 9/1/09 v
Modifiad Date /103
Tech Mame Cornerstone Distance
Keywords P —— [i] Inches(in) v
Lab Results Exposura
skin and Hair Coat 0.0 s v
kuip
Weterinarian v 0.0

Image Details dialog box

a. Type atitle for this group of images in the Series Title text box.
b. If necessary, change the Capture Date for the group of images.
c. Click OK. The Image Details dialog box closes.

5. Click Save @ and then select the Save option.

6. Click OK, and then click the close button (x) in the upper right corner. The Image Viewer window
closes.

Importing (Acquiring) Images Captured by Various Devices
The following file formats can be imported into the Cornerstone software:

Jbmp—Microsoft® Windows® bitmap

Jjpg or .jp2—Joint Photographic Experts Group (JPEG) file interchange format or JPEG 2000
ti—Tagged image file format (TIFF)

.avi—Audio video interleaved format

.mpg—Moving Picture Experts Group format

Before importing images, you must have the corresponding client and patient records set up in

Cornerstone. See “Adding or Updating Client” on page 40 and “Adding or Updating Patient Information”
on page 55 for more information.

Tip: The Import option does not apply to digital radiography.
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To import images:
1. Do one of the following:

e On the Patient Clipboard, select the client and patient. Right-click in the Patient History area and
select Image Import. The Image Viewer appears.

¢ Click the Image Explorer E] toolbar button. The Image Explorer window appears.

e On the Activities menu, select Imaging > Image Explorer. The Image Explorer window
appears.

2. If you selected client and patient on the Patient Clipboard, go to step 3; otherwise choose one of the
following options on the Image Explorer.

e (Click the Quick Search tab to search for client or patient by name or ID and/or date or species.
Select search criteria and click Search. Select client and patient and click Import. The Image
Viewer appears.

e (lick the Advanced Search tab to search for client and patient by client/patient name or ID,
keywords, date range, type of modality (ultrasound, endoscope, etc.) and inactive/deceased
patients. Click Search. Select client and patient and click Import. The Image Viewer appears.

3. Click the Open tool , and then:
a. Click File. The Open dialog box appears.

b. Use the Look In drop-down menu to locate the disk drive and folder where the image is stored.
Most digital cameras appear as disk drives.

Select the image and click Open. The image is imported and displayed.

Repeat steps 3a through 3¢ for each image you want to import for this patient.

4. Click Edit Image Detail @ In the Image Details dialog box:
a. Type atitle for this group of images in the Series Title text box.
b. If necessary, change the Capture Date for the group of images.

c. Click OK. The Image Details dialog box closes.

Click Save , and then select the Save option.

6. Click OK, and then click the close button (x) in the upper right corner. The Image Viewer window
closes.

To add an imported image to a series:

1. Using the Image Explorer, enter the patient name and click Search to find the series. Open the
series in the Image Viewer.

2. Click the Open tool , and follow the “To import images” instructions above, starting with step 3.

When the image(s) are added, they are added to the series displayed in the Image Viewer.

Note: When you close the Image Viewer, the new image’s thumbnail may not be displayed
immediately in the Image Viewer. Click Clear and search again to find the patient. The thumbnail for
the imported image appears.
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Viewing and Importing Multimedia Files

The Cornerstone software supports the ability to view multimedia files (e.g., ultrasound images). You can
capture, import, and view multimedia files, multi-frame files, AVI (.avi) files, and MPEG (.mpg) files.

To view multimedia (cine) files and capture images:

1. Inthe Image Explorer window, enter the patient’s name and click Search.
2. Select the patient from the list, and then click Import.

3. Click Open, and then select File. The Select File dialog box appears.

4. Select the multimedia file that you want to view and click OK.

The cine file appears in the Image Viewer window with the Cine toolbar displayed along the bottom
of the window.

Use these tools to view the selected cine file:

| 3]

m Click Play/Pause to start, pause, or resume the video.

-

This button is only available with the Cornerstone Diagnostic Imaging
module.

-

Click Capture to capture a single frame of the video as a still
image. The still images you capture from the video can be
enhanced and edited using the editing and annotation tools, and
they are saved as part of the same series as the original video.

Note: The Cine toolbar appears only on the original
video image.

=
-

Click Slower to slow down the video.

=
-

&

Click Faster to speed up the video.

-
“

-

Click Stop to stop the video and return to the beginning.

-

£

-

Click Zoom In to increase the size of the image.

=
-

£

Click Zoom Out to decrease the size of the image.
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ﬂ Click Full Screen to make the video fill the screen.

Note: Use the following keys to control playback in full screen mode:
* Press the SPACEBAR to play or pause the video.

* Press ESC or double-click anywhere on the screen to return to
the Image Viewer in normal mode.

== Click the slide bar to move quickly to a specific spot in the video.

Using the Image Explorer Window
Overview
The Image Explorer window lets you search for clients, patients, and images, and it displays thumbnails
of your images, organized by client, patient, date, and series. The window comes in two versions:
e The Quick Search tab provides the most commonly used search criteria.
¢ The Advanced Search tab provides a larger range of search criteria.

Tip: You can set Advanced Search as your default search option on the Image Explorer. On the
Controls menu, select Defaults > Staff, click the Miscellaneous tab and select the Show advanced
search on Image Explorer check box.

About the Image Explorer

To display the Image Explorer with the client and patient information already displayed, on the Patient
Clipboard, select the client and patient, right-click the patient name, and then select Image Explorer.
The Image Explorer window appears, and displays thumbnail images for this patient.

To display the Image Explorer without a client and patient displayed, select Activities> Imaging >
Image Explorer from the menu at the top of the window or click the Image Explorer E] toolbar button.
In the upper left corner of the window, choose either the Quick Search tab or the Advanced Search tab
to display the version of the search area you want.
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I Image Explorer [E=5 EuR =%~
Quick Search ~ Advanced Search —
Client 1D Patient ID Dats
Import DICOM
m v LI
searCh B e T 2 2 T a— Patiant Nam: Stal End
area Kelly v v v
Client Last Name Species
Babbie all v aga Capturas
Lacation Source/Madality Cases
Local v | A v [ tnclude tnactive/Dacaased Patients
Doctor Warkstatien
== Babbie, Kelly ClientName: Babbie, Kelly Client ID:  R3
summary & sydney Patient Name: Sydney Patient ID: 395 Species: Canine
== 10/17/08 < o
List area L@ sydney
*[d sydney 1ﬁ
Case: Sydn
—
R —
| Ressan
Results
Detail area
. |
Connections [~ i
status bar

The parts of the Image Explorer window

The parts of the Image Explorer window work together as follows:

The Search area lets you enter search criteria.

The Summary List area lists the clients, patients, and dates that match your search.

The Results Detail area shows image thumbnails for the patient or date that is selected from the

Summary List.

The Information area shows basic information about the image, patient, or client selected.

The buttons on the right launch activities related to the image, patient, or client.

The Connections status bar displays the current status of the connections that are related to

imaging.

Search Area (Quick Search Tab)

To search for a patient or client by using the Quick Search tab:

1.

Type information in one or more text boxes in the search area:

e Client and Patient — Type client first and last name, patient name, and/or client or patient IDs.

e Date - Select a time period from the drop-down list.

e Species — Select a species from the drop-down list.

2. Click Search. Results are displayed in the Summary List area and the Results Detail area.

Note: If your search criteria will provide a very large number of results and run a long time, a dialog box

warns you and gives you the option to stop the search.
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If you want to clear the search text boxes and start over, click Clear. This also clears all the results in the
Summary List area and the Results Detail area.

Search Area (Advanced Search Tab)

To search for a patient or client by using the Advanced Search tab:

1. Type information in one or more text boxes in the search area:

Client ID - Type the ID or press F2 and use the Client List dialog box to choose the client.

Client First Name and Client Last Name - Type the name or press F2 and use the Client List
dialog box to choose the client.

Patient ID — Type the ID or press F2 and use the Patient List dialog box to choose the patient.

Patient Name - Type the patient name or press F2 and use the Patient List dialog box to
choose the patient.

Species — Select a species from the drop-down list.
Keywords — Select image keywords and case categories from the list.
Date - Select a time period.

Start and End - Type the start and end dates of a time period to search, or select the dates
using the drop-down calendars.

Source/Modality — Select the type of device used to capture the images.
Doctor - Select the name of the veterinarian for whom the image was taken.

Workstation - Select the name of the computer used to capture the image.

2. Ifyou want your search results to include patients who are inactive or deceased, check the Include
Inactive/Deceased Patients check box.

3. Click Search to run your search. Results are displayed in the Summary List area and the Results
Detail area.

Note: If your search criteria will provide a very large number of results and run a long time, a dialog
box warns you and gives you the option to stop the search.

4. If you want to clear the search text boxes and start over, click Clear. This also clears all the results in
the Summary List area and the Results Detail area.

Summary List Area

The Summary List area displays the results of your search in a folder-tree-style list. Clients are shown on
the first level of the tree, furthest to the left. Patients are shown in the next level down and dates when
images were taken are shown in the next level of the tree. In the last level of the tree, furthest to the right,
are tiny thumbnail images representing individual studies and cases.

> Click on any level of the list to select a client, patient, date, or study. The Information area displays
corresponding client and patient information. When you select a patient or date, the Results Detail
area shows thumbnails of the images for that patient and/or date.
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To close and open folders:
e Click the minus sign (-) to close the folder and hide the items within it.

e Click the plus sign (+) to open a folder and display the items within it.

D Cole, Michael
EHE" Caniels, Gilbert
I:I Lucky
B3 Mackie

=} 02/20/2009
- [E Thorax Radiographs (1)
-3 02/13/2009
w3 0z/18/2009

The Summary List area

Results Detail Area

When you select a patient or a date in the Summary List, the Results Detail area displays images for that
patient or for that patient on that date. The images are grouped by study and series.

The header line for each study displays the study name, which is the date and time when the images in
the study were captured.

The header line for each series shows the date that the images in the series were taken and the name of
the series.

To select images:

e Click an image to select it.

e (lick the area around the images to select an entire series.

e (Click the study header to select the whole study.

e Hold down the CTRL key while clicking to select more than one image, series, or study.

e Hold down the SHIFT key and click two images to select them and everything between them.

¢ Click Select All to select all of the images that are displayed in the Results Detail area for this
patient.

Note: Image, series, and study are important concepts in Cornerstone. The way images are organized is
based on the DICOM® (Digital Imaging and Communications in Medicine) information standard for
medical imaging. A series holds a group of one or more images, and a study holds one or more series.
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Information Area

When you select a client, patient, date, or study from the Summary List, or when you select an image or
series in the Results Detail area, the Information area displays the following details:

e (Client Name

e (ClientID

e Patient Name
e PatientID

e Species

If you have selected a client, only the Client Name and Client ID are displayed.

Button Area

Use the following buttons to work with images. Many of the same tasks can be selected by right-clicking
a thumbnail image and selecting the task from the pop-up menu.

Note: Most of the buttons are only active when you have one or more images selected. When buttons
are not active, they appear in a lighter color.

Click the Import button to use the Image Viewer window to import an
image from a file, a scanner, or another device.

Click the Review button to review images, series, or studies.

Click the Create Patient CD button to save images, series, or studies to
aCD.

ﬁ Click the Print button to print an image.

Click the E-mail button to send images, series, or studies via email.

Reassign Click the Reassign button to reassign a study to a different patient.

Deleta Click the Delete button to delete a study or a case. (If you are
designated as the administrator for your Cornerstone software, you can
also use this button to delete individual images.)

Connections Status Bar
The Cornerstone software on your computer is connected to other computers inside and outside of your
practice. The Connections status bar displays the current state of the connections that are related to
imaging.

@ picom

() Database

@ mwL

@ smart sarvice

@ Telemadicine

O

() smartLink
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To view the overall connection status:

The Connections status bar is displayed in the lower left of the Image Explorer window. It is also
displayed in the Imaging Dashboard (Diagnostic and Digital Radiography only). The color of the icon
indicates the status of all of the imaging connections for the computer.

e Red—One or more of the connections that have been set up is not running.
¢ Yellow—One or more of the connections requires attention.
¢ Green—All of the connections that have been set up are running.
To view status for each connection:
» Click Connections in the lower left of the Image Explorer window (or Imaging Dashboard, if you
have an IDEXX Digital Imaging system). The status bar opens.
Connection status details:
A colored status icon is displayed for each connection:
e Red—Not running

e Yellow—Requires attention (for example, a yellow status for the DICOM® connection indicates a
problem sending or receiving images)

e Green—Running
e Gray—Not set up on this computer

Note: If you move your mouse over an icon, text with status details appears.

The connections are:

e DICOM—This icon appears only on the computer that is the server for your Cornerstone
network. It shows whether IDEXX DICOM services, which sends and receives DICOM images, is
running. It also shows whether any failure has occurred in sending or receiving images. You can
use the links next to the icon to start or stop DICOM services or to view the DICOM queue.
Note: This icon is activated only if you have the Diagnostic Imaging module.

o Database—If you have a server/workstation set up, each computer is connected to the
database that resides on the server. This icon shows the status of that connection.

e MWL-This icon does not display for the current version of Cornerstone.

e SmartService—This status icon appears only on the Cornerstone server. It shows the status of
your connection to IDEXX SmartService* technology, which allows you to upgrade your software
over the Internet.

o Telemedicine—If you have set up a connection to one or more telemedicine providers, this icon
shows the status of those connections.

e SmartLink—If IDEXX SmartLink* technology is set up for your IDEXX Digital Imaging system,
this icon shows the status of the connection between the Diagnostic Imaging module and the
rest of the Cornerstone software.

About Image, Series and Study

Image, series, and studies are important concepts in Cornerstone. The images that you capture are
organized into series and studies. Often, when you use the software to perform some action, such as
emailing images, creating a case, or creating a Patient CD, you will be asked whether you want to
perform that activity on the image, the series, or the study.
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Because the terms “series” and “study” are part of the DICOM standard, you may encounter them when
using DICOM-compliant equipment, such as endoscopes or digital radiography equipment.

Image

In the Cornerstone software, “image” refers to a single digital image file, which may be a photograph, a
scanned document, a movie file, an x-ray or radiograph, or an image from another diagnostic imaging
modality, such as CT or ultrasound.

You can see thumbnails of images on the Image Explorer window. You can see the image itself on the
Image Viewer window.

Serfes

A series is a group of related images. Often all of the images in a series are of the same body part or are
taken within the same anatomical region.

In the Image Explorer, the header line for each series shows the name of the series and turns from gray
to red when the entire series is selected.

Seres: Dental Photos

How images are grouped in a series on the Image Explorer

When you open an image in the Image Viewer window, the rest of that image’s series is also loaded in
the Image Viewer. If the Thumbnail Pane is open in the Image Viewer, it displays the whole series.

Stuady
A study is a group of image series that were captured at the same time for the same patient.
On the Image Explorer window, the study name is shown above the series that belongs to that study.

The DICOM standard requires series and study information be recorded for every image. If you take only
a single image during a capture session, a series and study will still be created, even though that image
is the only image in the series and that series is the only one in the study. Also, all of the images within
the series that make up a single study must come from the same patient.
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Series Series

(A coilection of related (A collection of refated
shots or images) shots or images,

The relationship of images, series, and study

Reviewing Images
The Image Viewer Toolbar

The Image Viewer window provides tools that let you change and enhance your images. These tools are
described below.

Some image editing tools, such as the Magnify tool and the Pan tool, remain active until you do one of
the following:

e (Click the button a second time
e (Click another tool button
¢ Right-click anywhere on the image and select Complete Action from the pop-up menu.

Note: Each image can have only one manipulated version. If you make changes to the manipulated
version, Cornerstone will overwrite your previous manipulated image. The original image is never
overwritten. You can always return to the version of the image that you saved at the end of the capture
process by using the Restore Original tool.

Select the Open tool, and then select an image type from the drop-down list. A dialog box appears
where you can specify the source and type of file you want to bring into the Cornerstone software.
For more information about using this tool, see “Importing (Acquiring) Images Captured by Various
Devices” on page 353.

.' The Open tool allows you to open images from various sources and import them into Cornerstone.

i B The Save tool saves the image to a file. When you click the tool, select Save to save the current
version of the image within the Cornerstone software.

If you want to save another copy of the image, click Save As. A dialog box appears where you can
enter a name for the image and select a format in which to save it. Click Save to complete the
process.

The format choices in the dialog box are: bitmap, JPEG, and TIFF.
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The Print tool allows you to print the currently selected image. Click the Print tool to display the Print
Preview window. In this window, you can view the pages you are about to print. When you are ready
to print, click the Print icon in the upper left corner of the window.

The Edit Image Details tool opens the Image Details dialog box, where you can view and update
additional details about the image, including Title, Technique information, and Comments. You can
also mark this image as a key image by checking the Key Image text box. See “Editing Image
Details” on page 371 for more information.

f el .| Rotate and Flip Tools
| IL

Click the Rotate and Flip tool to open the Rotate and Flip toolbar. These tools allow you to change
the orientation of an image.

Note: If you rotate or flip an image that has annotations on it, the annotations will rotate or flip, as well.
Note: After an image is rotated, a marker appears and shows the number of degrees clockwise the
image has been rotated from the orientation in which it was captured. An “X!" marker appears after

horizontal flips and a “Y!” after vertical flips. These markers are always displayed with the image in
Cornerstone and cannot be hidden.

% | The Rotate Clockwise tool rotates an image 90 degrees clockwise each time the tool is
clicked.

S

The Rotate Counterclockwise tool rotates an image 90 degrees counterclockwise each
time the tool is clicked.

Z

" | The Flip Horizontal tool flips an image along the Y-axis each time the tool is clicked.

The Flip Vertical tool flips an image along the X-axis each time the tool is clicked.

(also called level). Click the Window/Level tool, and then click and drag the cursor:
* To the right to increase the window

.'l The Window/Level tool allows you to manipulate the contrast (also called window) and brightness

* To the left to decrease the window
* Up to decrease the level

* Down to increase the level
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f a P Annotation Tools
-L‘u Click the Annotate tool to open the Annotation toolbar. You can use these tools to draw on an image
or to make annotations on an image.

Pointer—use this tool to manipulate an annotation that you have already placed:
¢ To move an annotation, click the Pointer tool, select the annotation, and move it to
the new location.
* To delete an annotation, click the Pointer tool, right-click the annotation, and select

DELETE.

* To change the font, color, or size of a text annotation, click to select the annotation,
and then right-click on the annotation with the Pointer tool. Make the desired
changes and click OK.

* To change the units of measurement, line attributes, font, or color, right-click on the
annotation with the Pointer tool. Then make the desired changes and click OK.

ﬁ Arrow—Click and drag to draw a straight-lined arrow.

| Calibrate—Click and drag to draw a line on the image that corresponds to a feature on the
image for which you know the actual measurement. The Calibration Settings dialog box
appears. Do the following:

1. Click OK in the Message dialog box, and then draw a line on the part of the image for
which you know the measurement.

2. The Calibration Settings Annotation dialog box appears. Click the Calibration Settings
tab.

3. Select the unit you want to use (such as inches or centimeters) from the list in the
Measurement Units area.

4. In the Length text box, type the number of those units (inches, centimeters, etc.) that
matches the length of the line on the animal.

5. When you finish entering information, click Save. The dialog box closes and the image is
displayed in actual size. The Calibrated overlay for this image reads “Calibrated: true.”

Note: This calibration setting remains accurate as long as the distance between the x-ray
source the x-ray plate remains the same. If the source-to-plate distance changes, you must
recalibrate by repeating steps 1 through 5.

f" Ellipse—Click and drag to draw a circle or oval around part of an image.

. Freehand Line—Click and drag to draw a freeform line.

]
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E Protractor—Click and drag to draw specific angles on the image. Click to place the
endpoint of one line, drag a line to the corner of the angle, and release. Then click to place
the endpoint of the second line. The angle measurement between the two lines is

displayed.

.'4 Rectangle—Click and drag to draw a box around part of an image.

! .| Ruler—Click and drag to draw specific measurements and lines on an image. The units
m of measure, line attributes, font, and color can be changed with the Pointer tool. (See
the Pointer tool instructions above.)

WARNING: The Ruler tool is accurate only if the system has been calibrated for this type
of image or if this image has been calibrated with the Calibration tool.

If the system and/or image is not yet calibrated when you click the Ruler tool, a dialog
box appears in order to begin the calibration process. See the Calibration tool
instructions for more details.

III Straight Line—Click and drag to draw straight lines on an image.

h Text—Click and drag to create a text box on an image, and then type text in the box.

The font, color, and size of text can be changed with the Pointer tool. (See the Pointer
tool instructions above.)

The Zoom menu allows you to zoom in or out of an image by specifying the zoom percentage.

e Use the drop-down list to select one of the preset zoom levels—25%, 50%, 75%, 100%, or Fit to
Window. If you select 100%, the image is displayed at the same size as the plate on which the
image was captured.

Type a number and press ENTER to zoom to that percentage.

If you select Actual Size, the size of the image on the screen matches the size of the animal that
was imaged.

WARNING: The Actual Size tool is only accurate if this image has been calibrated with the
Calibration tool.

If the system and/or the image is not yet calibrated when you select Actual Size, a dialog box
appears so that you can begin the calibration process. See the Calibration tool instructions for more
details.

Note: Due to dots-per-inch issues on some computers, measurements taken while an image is
being viewed in actual size may be off by a fraction of a millimeter. When absolute accuracy is
required, include a reference object of a known size in your image. Also, the Actual Size feature does
not work if you are using your computer with a projector that displays the image at a very large size,
e.g., on awall.
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i = Magnify Tools
- Clicking the Magnify Toolbar tool opens up a set of tools that you can use to enlarge a portion of the

image.

= The Magnify tool allows you to see a particular part of an image in greater detail. Click
L the tool, and then click any area of the image to view that area in greater detail. As you

move the tool around the image, you move the area that is magnified. When you stop
moving the magnify tool, a scale appears at the bottom of the magnified area. Move the
slider on the scale to increase or decrease the amount of magnification from 1x to 10x.
You can also change the window and level (contrast and brightness) within the
magnified area by selecting the Lock Window check box and then clicking and
dragging the mouse pointer within the magnified area. When you are done, deselect
Lock Window to continue using the Magnify Tool, or click the Magnify button again to
deactivate the magnifier.

\r="m | The Customize tool allows you to change the way the Magnify tool works. Click the
Customize tool to open the Advanced Magnification dialog box. Specify the desired
height and width of the Magnify tool area (in pixels). In the Zoom text box, specify the
desired amount of magnification.

m The Zoom tool allows you to zoom in to or out of an image. Click the Zoom tool, and
then click and drag the mouse. Move up to zoom out (the image gets smaller)or down
to zoom in (the image gets larger).

Note: Be sure to release the mouse button completely between zooming in one
direction and zooming in the other direction. Also, be sure that the mouse pointer is

within the Image Viewer window when you click to begin the zoom action.

*-. The Pan tool allows you to click and drag the image to move it within the window.

The Invert tool automatically inverts the colors in your image—white becomes black, and black
becomes white.

The Crop tool allows you to cut out unwanted parts of an image.

To crop an image, select the tool, and then click and drag the crop border so that it contains the part
of the image you want to keep.

e To adjust the border, click and drag an edge of the rectangle.
e Torotate the crop area, click and drag one of the corners.
e To move the crop area, click and drag anywhere within the border.
Right-click inside the border, and select Apply Crop. The image is cropped to the selected area.
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The Restore Original tool allows you to return the image to the way it looked when you clicked Done
Capture at the end of the image capture process.

Display Configuration Tools

Clicking the Display Configuration Toolbar tool opens a set of tools that you can use to change how
images are displayed in the viewer.

f | The Edit Overlays tool is used to select the information that you would like to display in
the image overlays. When you click this tool, a table appears that allows you to specify
how each piece of information is displayed in the overlays:
¢ Inthe Display column, check or uncheck the box to display or hide each piece of
information.

* In the Grouping column, use the drop-down list to select the area of the window
where you want this piece of information to be displayed.

* Inthe Order column, use the drop-down list to specify where this piece of
information will appear within a line.

* Inthe Line Number column, type the line number within this grouping where you
want to display this piece of information.

! 'ﬁ'l'he Configure Toolbar tool allows you to customize the Image Viewer by selecting the
EEE tools you want displayed in the toolbar at the top of the window. Some tools, like the
Print tool and the Save tool, cannot be removed from the toolbar.

To configure the toolbar:
1. Click Display Configuration, and select the Toolbar Configuration button from
the drop-down menu. The Toolbar Configuration dialog box appears,
containing a list of the tools that can appear in the toolbar.

2. Select the check boxes next to the names of the tools you want to be
displayed. Uncheck the boxes for tools that you want to hide.

3. Click OK when you have finished. The toolbar now includes only the tools you
have selected.

The Toggle Annotations tool allows you to show or hide image annotations.
o
¥ i

I II | The Toggle Overlays tool allows you to turn the image overlays on and off.

The Help tool displays the online Help in a new window.
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The Thumbnail Pane

Moving, Resizing, or Hiding the Thumbnail Pane

You can move the Thumbnail pane so that it is displayed either at the bottom of the Image Viewer or
along the left or right side of the window. You can also hide the thumbnail pane when you do not need it.
Moving or hiding the thumbnail pane allows you to make the best use of the space in the Image Viewer,
so that the image in the main window is as large as possible.

You can use the Thumbnail pane to select an image to display in the main window.

To change the image that is displayed in the main window of the Image Viewer:

» Double-click the thumbnail for the image that you want to see displayed in the main window. The
thumbnail you have selected is outlined in red, and that image appears in the main Image Viewer
window.

Using the Thumbnail Pane to Move Around within an Image

When you have zoomed in so that the image is larger than the main Image Viewer window, you can use

the thumbnail to choose which part of the image is displayed.

To use the thumbnail to move within the main image:

» The small blue rectangle within the thumbnail shows the section of the image that is currently shown
in the main Image Viewer window. Click inside the rectangle and drag it within the thumbnail. In the
main window, the corresponding part of the image is displayed.

To move the Thumbnail pane:

» Click on the bar at the top of the Thumbnail pane and hold down the left mouse button while you
drag it to the new position. A dark gray outline shows where the Thumbnail pane will be when you
release the mouse button.

Right-click on the bar at the top of the thumbnail pane and select:

e Move left to move the Thumbnail pane to the left side of the window.

e Move right to move the Thumbnail pane to the right side of the window.

e Move down to move the Thumbnail pane to the bottom of the window.
To hide the Thumbnail pane

» Click on the line between the Thumbnail pane and the main Image Viewer window so that the pointer
becomes a two-sided arrow. Hold down the left mouse button while you drag the line to the outside
edge of the window.

» Right-click on the bar at the top of the Thumbnail pane and select Hide.

To resize the Thumbnail pane:

» Move the mouse over the thin line between the main window and the Thumbnail pane so that the
pointer becomes a two-way arrow. Click and drag to make the pane larger or smaller.

» Right-click on the bar at the top of the Thumbnail pane and select:
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e Hide to shrink the Thumbnail pane to a thin line on the edge of the Image Viewer.
e Maximize to make the Thumbnail pane as large as possible.

e Restore to return the Thumbnail pane to the last size that you made it, undoing the most recent
size change.

To resize or hide the Thumbnail pane using the pointer arrows:
1. Find the pointer arrows:

e If the Thumbnail pane is on the right or left side of the window, there are two little black triangles
on a red background at the top of the pane.

e [f the Thumbnail pane is on the bottom of the window, the little black triangles with the red
background are on the left side.

2. Click the arrows to resize the Thumbnail pane:
e (Click the arrow that points toward the main window to make the Thumbnail pane bigger.
¢ Click the arrow that points toward the outside of the window to hide the Thumbnail pane.

Using Full Screen Mode

When the Image Viewer window is in full screen mode, the toolbar and the Thumbnail pane are hidden
so that the image is displayed as large as possible on your screen.

To turn full screen mode on and off:
1. Press the F11 key to turn on full screen mode.

2. Pressthe F11 key or the ESC key to return the Image Viewer window to normal mode, with the
toolbar and Thumbnail pane displayed.

To use the Image Viewer tools in full screen mode:

1. Press the F10 key to display a menu of Image Viewer tools in the upper right corner of the screen.
2. Select a tool from the menu. The tools work as they do in the Image Viewer window in normal mode.
Using Imaging Shortcuts

When viewing images in the Image Viewer, the following keyboard and mouse shortcuts are available.

Note: To activate shortcuts, on the Controls menu, select Defaults > Staff. Click the Miscellaneous
tab and select the Enable keyboard shortcuts check box.

e To rotate the image 90 degrees counterclockwise, click the A key.
¢ To rotate the image 90 degrees clockwise, click the S key.

e To move the image around, right-click while holding down the M key and moving the mouse. (This is
the same as using the Pan tool.)

e To zoom, hold down the right mouse button and move the mouse.
e To return to original zoom (image fits in window), double-right-click.

e To move a magnified area around the image, hold down the SHIFT key, and click the right mouse
button. (This is the same as using the Magnify tool.)

e To change the window (brightness) for the image, hold down the left mouse button, and move the
mouse left and right.
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e To change the level (contrast) for the image, hold down the left mouse button, and move the mouse
up and down.

e To return to original window/level settings, double-left-click.

Editing Image Details

The Edit Image Details tool opens the Image Details dialog box, where you can view and update
additional details about the image.

Note: The image details feature should be used only in a manner consistent with local laws governing
the maintenance of veterinary records used for diagnostic purposes.

In the top section, you can change the information in the following text boxes:

¢ Study displays the name of the image study to which this image belongs. This name is
automatically filled in when you capture an image. If you change it here, it is changed for all images
in this study.

o Title is the name of this image. When you capture an image, the exam type becomes the title of the
image.

e Series Title displays the name of the image series to which this image belongs. This name is
automatically filled in when you capture an image, based on the exam type group that includes that
image.

e The Key Image check box lets you mark this as a key image. Key images may be useful if you have
Cornerstone Diagnostic Imaging and a DICOM printer.

On the left of the dialog box are a number of informational fields which cannot be altered, as well as
three text boxes in which you can change information. These are:

e Client Name
e Patient Name
e Capture Date—the date the image was captured
» Type a date in the text box or use the drop-down calendar to select the date.

Note: The ability to change the capture date is provided so that the proper date can be entered for
scanned documents.

o Modified Date—the date the image was last changed

e Tech Name—the name of the person who was logged in to Cornerstone when the image was
captured

e Veterinarian—the veterinarian for whom the image was captured
» Select the name of the veterinarian from the drop-down menu.

On the right side of the pop-up is technical information about how the image was captured. You can edit
all of these text boxes:

e Source and Modality—These text boxes refer to the kind of equipment that was used to capture the
image. You can search for information in this text box on the Advanced Search tab of the Image
Explorer.

o Keywords—Select keywords for the images in this series. You can search for images with specific
keywords from the Advanced Search tab of the Image Explorer window.
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In the Series Comments area, type comments about the image series to which this image belongs.
These comments are attached to all of the images in this series.

The following text boxes appear on the Technique Details tab. Most of these text boxes are related to
the radiology log. For more information, see “Using the Radiology Log” on page 385.

e Distance—the distance from the x-ray source to the x-ray plate. In the text box to the right, use the
drop-down menu to choose the unit of measure for this distance, such as millimeters or inches.

e Thickness cm—the thickness of the body part being imaged, in centimeters.

e Exposure mAs—the amount of x-ray exposure used for this image. This is calculated automatically
if you enter values in the Exposure mA and Exposure time sec text boxes.

e Exposure mA—the amount of current in millamperes (mA).

e Exposure time sec—the duration of the exposure in seconds, which can be typed as a decimal
value in the text box or selected as a fraction from the drop-down menu.

e Exposure kVp —the amount of voltage (peak kilovoltage) used for this image

e Level of sedation—whether the patient was awake, sedated, or anesthetized (select from drop-
down menu).

e Use of grid—a check box to indicate whether or not a grid was used.

Note: The image details feature should be used only in a manner consistent with local laws governing
the maintenance of veterinary records used for diagnostic purposes.

Reverting and Undoing Changes

Each image can have only one manipulated version. If you make changes to the manipulated version,
Cornerstone will overwrite your previous manipulated image. The original image is never overwritten. You
can always return to the version of the image that you saved at the end of the import process by using
the Restore Original tool.

If you want to undo changes made while working in the Image Viewer, simply close the Image Viewer
without saving. When you open the image again in the Image Viewer, the image looks the way it did the
last time you saved it.

Emailing Images from the Image Viewer window
You can email images quickly from the Image Viewer window. See “Emailing Images” on page 377.

Distributing Images
Applying Annotations and Overlays

Whenever you send an image out of the Cornerstone software, you have the choice of adding two kinds
of information:

e Annotations are elements that you add to the image in the Image Viewer, such as arrows, text, and
measurements.

¢ Overlays are information that is stored in the Cornerstone software, such as patient name, patient
date of birth, image name, series name, and the date and time that the image was taken.

You have the choice to apply annotations and overlays whenever you:
e create a patient CD

e printanimage
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e email one or more images
e save an image with the Save As feature

At the start of any of the emailing, printing, and patient CD creation processes, a dialog box appears
with check boxes in which you can select to apply annotations and to apply overlays. When you save an
image with the Save As feature, the check boxes appear at the bottom of the Save As dialog box. To set
up these check boxes so that they are selected by default, see “Chapter 6: Setting Cornerstone Imaging
Defaults” in the Cornerstone Administrator’s Manual.

Creating a Patient CD

You can create a CD or DVD that contains images for a patient. The CD or DVD will contain both JPEG
and DICOM versions of the images, as well as patient information and image viewing software. You can
create a patient CD from either the Image Explorer window or the Image Viewer window.

Note: By default, the DICOM image included on the CD is the original version of the radiograph, as it
looked when you imported or received the file. Changes made on the Image Viewer window, such as
window/level (brightness/contrast) adjustments, are not part of the DICOM image, although they are part
of the JPEG image. If you want to use the current version of the radiograph for the DICOM image,
contact IDEXX Customer Support. For service within the United States or Canada, call 1-877-433-9948.

For more information about the process of recording information to a CD, see “About the CD Writing
Process” on page 392.

Note: The viewing software requires Java™ version 1.5, which is included on the disk.

To create a Patient CD from the Image Explorer:

1. On the Image Explorer window, select the series or images you want to copy to a CD.
2. Insert a blank CD.

Note: You can also use a DVD if you have a DVD-burning drive and if the computer used to view the
images has a DVD drive.

Click Create Patient CD. The Select Images dialog box appears.
4. Do the following:
e Select Study to create a Patient CD with the study to which the selected images belong.
e Select Series to create a Patient CD with the series to which the selected images belong.
o Select Image to create a Patient CD with only the images you have selected.

o Select Apply Overlays if you want the images in the case to contain the overlay information
displayed in the Image Viewer.

o Select Apply Annotations if you want the images in the case to contain the annotations
created in the Image Viewer.

Note: For more information about image, series, and study, see “About Image, Series and Study” on
page 361. For more information about applying overlays and annotations, see “Applying Annotations
and Overlays” on page 372.

5. Click Select. The Select Export Preference dialog box appears.
6. Inthe Number of Copies text box, enter the number of copies of this patient CD you want to make.

7. Make sure the CD/DVD option is selected, and then click OK. The Patient CD Progress dialog box
appears. When the files are ready, the “Patient CD compilation complete” message is displayed.
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Click OK.
When the process is complete, the finished CD is ejected automatically.

Note: Once you create a patient CD, you cannot add or change the information on the CD.

To save patient CD information to a file location from the Image Explorer:

Use this process if you want to bypass the Patient CD process. You might do this if you want to put the
images in an email or on a USB flash drive, or you might want to compile the information for Patient CDs
throughout the day and then burn the CDs at a later time using the CD burning capabilities in Windows.

1.
2.

6.

On the Image Explorer window, select the series or images you want to save to a file location.

Click Create Patient CD, and select the image level (Study, Series, or Image). The Select Export
Preference dialog box appears.

Select File Folder, and click Browse to select the location where you want to save the Patient CD
information.

Select a location in the Save In drop-down list and click Save.

Click OK. The Patient CD Progress dialog box appears. When the files are finished, the “Patient CD
complete” message is displayed.

Click OK to close the Patient CD Progress dialog box.

Viewing a Patient CD

To view a patient CD:

1.

Insert the patient CD into the CD drive. After several seconds, the Patient CD Viewer opens. The
viewer displays information about the patient, and the name and address of the practice.
Thumbnails of all the images on the CD or DVD are displayed.

Note: The Patient CD and the viewer software included on the CD have been tested on Windows
operating systems; however, they may not be compatible with other operating systems, such as the
Mac OS® X operating system.
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Owmer: Doe, John Your Veterinary Practice
Species: Canine Your Address
Breed: Mutt City_, WI
Date Of Birth: 8005555555
Image Wiewer Instructions(pdf

Study 5/28/09
Dental Photos 5/28/09

image 2

This CD was created on 5/28/09.

IDExx L aboratories, Inc.
1 IDEXX Drive, Westhrook, ME 04092
1-877-433-9948
imaging-support@ides.corm

The initial Patient CD window
2. Toview a JPEG of an image, click the image. The image opens in the default Internet browser or
JPEG viewing software on your computer.

3. Toviewimages in a streamlined version of the Image Viewer, select the check boxes next to one or
more images, and click Open Images.

4. If you want to open all of the images on the CD or DVD, click Select All, and then click Open
Images.

The images will appear in the viewer. If you select multiple images, you can move from one image to
another by using the Thumbnail pane.

Note: Because the viewer is running from the CD or DVD drive, it may take a few moments to open
the images.

Cornerstone User’s Manual 375



Chapter 26: Using Cornerstone* Imaging

|! Image Viewer g
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The Patient CD Image Viewer window

5. To enhance the image, use the tools at the top of the window. The following tools are available:
Rotate Clockwise, Rotate Counterclockwise, Flip Horizontal, Flip Vertical, Window/Level, Zoom,
Magnify, Pan, Invert, and Toggle Overlays.

Note: These tools work the same way that they do in the Image Viewer, but you cannot save the
changes you make to the images.

6. When finished, click the X in the upper right corner of the window to close the Patient CD viewer,
and then remove the CD or DVD from the CD drive.

Printing Images

The Cornerstone software offers several printing options for your image files. You can print:
e The image with comments

e The image without comments

e Theimage only

e A series or study

e Multiple image files for a single patient

To print an image with comments:

1. Inthe Image Explorer, find and select the image or images that you want to print. (For details, see
“About the Image Explorer” on page 356.)

2. Click Print.
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3. Inthe dialog box:

e If you want the printed images to contain the overlay information displayed in the Image Viewer,
select Apply Overlays.

e If you want the printed images to contain the annotations created in the Image Viewer, select
Apply Annotations.

4. Click one of these buttons:
e Study, if you want to print the studies to which the selected images belong
e Series, if you want to print the series to which the selected images belong
e Image, if you want to print only the selected image

Note: For more information about image, series and study, see “About Image, Series and Study® on
page 361.

The Print Preview dialog box appears.
5. Click Page Setup.
6. Select the appropriate print options, and then click OK.
Emailing Images
You can email images quickly from either the Image Explorer or the Image Viewer.

You can email an image, series, or study. Also, you can select the format in which the images are sent:
JPEG and TIFF formats can be viewed by most Intermnet browsers and many graphics programs.

Note: You need to set up your system’s email defaults before you can email images. See “Chapter 6:
Setting Cornerstone Imaging Defaults” in the Cornerstone Administrator’'s Manual for information.

To email images, series, or studies from the Image Explorer window:

1. Inthe Image Explorer, click to select the images, series, or studies that you want to send, and then
click the E-mail button, or right-click one of the selected items and select E-mail from the menu.

2. Do the following:
e Select Study to email the study to which the selected images belong.
e Select Series to email the series to which the selected images belong.
e Select Image to email only the images you have selected.

o Select Apply Overlays if you want the images to contain the overlay information displayed in
the Image Viewer.

e Select Apply Annotations if you want the images to contain the annotations created in the
Image Viewer.

Note: For more information about image, series and study, see “About Image, Series and Study” on
page 361. For more information about applying overlays and annotations, see “Applying Annotations
and Overlays” on page 372.

3. Click Select. The E-mail dialog box appears.

4. Inthe To text box, select or type the email address, or leave the default value.

5. In the Subject text box, type the subject of the email or leave the default value (your practice name).
6

To include a message, type it in the Message text box.
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7. Select the image file format in the Export File Type drop-down list. The text boxes in the lower left
corner of the dialog box display the number of images and the estimated total size of the images in
megabytes (MB).

8. Click Send to complete the process.

To email images, series, or studies from the Image Viewer:

1. To select the image that you want to send, click the image thumbnail in the Thumbnail pane so that
red borders are displayed around the thumbnail.

2. Right-click the thumbnail, and select E-mail from the menu.

3. Do the following:
e Select Study to email the study to which the selected images belong.
e Select Series to email the series to which the selected images belong.
e Select Image to email only the images you have selected.

e Select Apply Overlays if you want the images to contain the overlay information displayed in
the Image Viewer.

e Select Apply Annotations if you want the images to contain the annotations created in the
Image Viewer.

Click Select. The E-mail dialog box appears.
In the To text box, select or type the email address, or leave the default value.
In the Subject text box, type the subject of the email or leave the default value (your practice name).

To include a message, type it in the Message text box.

©® N o o &

Select the image file format in the Export File Type drop-down list. The text boxes in the lower left
corner of the dialog box display the number of images and the estimated total size of the images in
megabytes (MB).

9. Click Send to complete the process.

Using Case to Send to a Telemedicine Provider or Export Images

Using IDEXX Integration Technology for Telemedicine, you can use the Case feature to send cases to a
telemedicine provider. You can see the status of the submission from the Image Explorer and, when a
report comes back from the provider, you are able to open it from the Cornerstone* software.

Using the Case feature, you can also create a case and email that case, export the case to CD/DVD or
create a patient CD with the case.

Note: Only images that you have available in Cornerstone on the Image Explorer window can be
included in case emails, exported cases or case patient CDs. Images and other files that are attached to
the case by using the Thumbnails pane on the Case Detail dialog box are not included.

Note: The patient CD viewing software requires Java™ version 1.5, which is included on the disk.

Note: To email cases, you must have an email system configured on your computer.
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Creating a Case and Adding Images

To create a case and add images in Cornerstone Imaging:
Note: Before you create a case in Cornerstone Imaging, you need to copy any images you want to
attach to the case to a file location.

1. On the Patient Clipboard, in the Patient History area, right-click and select New Case. The Case
Detail dialog box appears.

2. Inthe Case Title text box, type a name for this case.

3. Inthe Staff / User drop-down list, select the staff member or Cornerstone software user associated
with this case.

4. Expand the Thumbnails pane if it is not already open.

[= \]
I® Case Detail E]@.f
Client Name: Bloom, leo ClientID: 2
Patient Name: Finnegan Patient ID: 2 Species: Feline Breed: Domestic Shorthair
Sex: Male Weight: NfA Age: 2 Years 6 Months 24 Days
Case Information Expand>>
ABD - R Lat ABD - R Lat
Case Actions Expand>>

Case Detail dialog box

5. If you want to attach images and supporting material, do the following:
a. Click Attach File. The Open dialog box appears.
b. Use the dialog box to select the file(s) you want to add and click Open.
c. Repeat these steps if you want to attach additional files.
6. If you want to remove an attachment or image, select its thumbnail and click Remove.
Submitting a Case to a Telemedicine Provider
To submit a case to a telemedicine provider:
1. On the Case Detail dialog box, expand the Case Actions pane.

2. Select the tab for the telemedicine provider you want to use or, if you have set up more than one
telemedicine provider, select the Telemedicine tab and then select the provider you want from the
Tele Provider drop-down list.

Click Submit Case. A web browser opens and displays the provider’'s web site.

4. Complete the information needed to submit the case:
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e Although patient data is automatically filled in, be sure to check that it is accurate.

e Select the service to which you want to submit (such as cardiology or radiology).

e Include relevant history and information about the presenting complaint.

5. When you complete the submission process, close the window for the telemedicine provider’'s web

site.

Note: On the Case Detail dialog box in Cornerstone, you'll see that the Submit Case button is now
the View Case button. Click this button to open a browser window to see the case on the

telemedicine provider’s web site.

Patient CD E-mail Export
Tele Provider
IDEXX Telemedicine Providers

Status: Not Submitted
History: /A

I® Case Detail [;]@.%
client Name: Babbie, Kelly  Client ID:

Patient Name: Sydney Patient ID: 1 Breed: Retiiever, Golden

Sex: Fernale Weight:

Case Information Expand>>
Thumbnails Expand>>

DICOM

v

Telemedicine tab on the Case Detail dialog box

Viewing Case Status and Reports

To view the status of a telemedicine submission:
1. On the Patient Clipboard, right-click in the Patient History area and select Image Explorer.

2. Click the Advanced Search tab and make sure that the Cases text box is selected.

Quick Search | Advanced Search
Client ID

client First Name

Client Last Name
Bloom

Lacation

Local v
Doctor

Al v

Image Explorer Advanced Search tab

Patient ID

Patient Name

Species
All
Source/Modality
il

Warkstation

All

Date
All v

Image Captures.
Cases

[] include Inactiva/Deceased Patients

e QD

In the Results Detail area, a thumbnail is displayed on the left for the Case and thumbnails for each
submission to the right. Generally, these thumbnails show a service to which the case has been
submitted and the status of the submission for that service. The thumbnails are updated with the

latest status every five minutes.
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Thent Narme:  dicorn, dicarn Chent 10: 29
Patient Name: dicom Patient 1D 20 Species: Unknown [ setect All (1)
Study: BICOM Study (1 image) - 4/10/08

Series: R Carpui_LM

il

Case: DICOM Study Study for dicem di

Completed
s

Radiology

Thumbnails display for the case and for each submission

3. Double-click a submission thumbnail to see general details about the submission on the Case
Actions pane of the Case Detail dialog box.

4. To view full details of the case, click View Case. A web browser will open and display the
information on the telemedicine provider’s web site.

Submission statuses:

Started

Sending

Received

In Process

Attention!

Cancelled

Completed

You have created a case and entered some or all of the information, but you have not yet
submitted the case to a telemedicine provider.

To submit the case, expand the Case Actions tab, select the tab for the telemedicine provider
you want, and click Submit.

You have submitted the case. Information and image(s) are in the process of being sent.

Allimages and information for the case have been received by the telemedicine provider. The
case is ready for a specialist to read it.

A specialist is reading the case.

A problem has occurred. Click the icon to find information about what has happened and what
you should do. Situations in which you might see this thumbnail include:

Case information was not successfully received.
Additional information is needed by the specialist.

The submission has been cancelled.

The specialist has completed reading the case and sent a report back. Click the icon to read
the report. (See the instructions below for further information.)

Cornerstone User’s Manual 381



Chapter 26: Using Cornerstone* Imaging

To view and print a report:

1. Double-click a submission thumbnail with a status of Completed. The report opens in the Adobe
Reader” software.

2. If you want to print the report, click Print =
Working with Submitted Cases

To add images or other attachments after submitting a case:
After a case has been submitted, you can no longer add images or other material to the case in
Cornerstone. You need to use the attachment feature on the telemedicine provider’'s web site instead.
1. On the Patient Clipboard, right-click in the Patient History area and select Image Explorer.

Click the Advanced Search tab and make sure that the Cases text box is selected.

3. Double-click a submission thumbnail. The submission Case window opens, displaying Case Actions
pane and the tab for the telemedicine provider.

4. Click View Case. A web browser will open and display the information on the telemedicine
provider’s web site.

5. Use the attachment feature on the telemedicine provider’s web site to attach additional images or
supporting material.

6. Close the provider’'s web site.

To assign a telemedicine submission created outside of Cornerstone:

In most cases, if you submit a case to your telemedicine provider without using Cornerstone,

Cornerstone will be able to match the submission status and any resulting reports to the proper patient

in Cornerstone. If the status or report does not show up automatically, use the following process to

manually match the submission to the patient.

1. On the menu bar, select Activities> Imaging> Telemedicine Queue. The Telemedicine Queue
window appears and displays all telemedicine submissions that are not assigned to a patient.

2. To view a submission, select it in the table and click View Case. The Case Detail dialog box opens
and displays the submission information.

3. To assign this submission to a patient, click Assign. The Select Client and Patient dialog box
appears.

4. Type the patient’'s name or ID in the text box and click Search.

5. Select the patient in the table and click Select. A case containing this submission is created for this
patient. Submission status is displayed on the Image Explorer window and you are able to view
information or reports for the case on the Case window.

Creating a Patient CD from a Case

When you create a patient CD from a case, the viewing software on the CD or DVD shows the images

that are part of the case. Any text that you've added to the case on the Case Actions tab is recorded as

a separate file on the CD or DVD.

To save patient CD information for a case to a file location:

Use this process if you want to bypass the patient CD process. You might do this if you want to put the
images in an email or on a USB flash drive, or you might want to compile the information for patient CDs
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throughout the day and then burn the CDs at a later time using the CD burning capabilities in the
Microsoft® Windows® operating system.

1. On the Case Detail window, if the Case Actions pane is not open, click Expand>>.

2. Click the Patient CD tab. The patient CD options are displayed.

3. Select File Folder, and type the file folder location in the text box, or click Browse and browse to the
folder that you want to use.

4. Do one of the following:

a. Inthe Medical Notes/SOAP text box, type any notes that you want saved on the CD. These
notes will be saved in a text file labeled with the name of the case.

b. To add medical notes/SOAP from the patient’'s medical history:
i. Click Medical History.

i. Select the medical notes to include by using the Medical Notes/SOAP Selection Screen
dialog box.

ii. Click OK. The medical notes you have chosen are displayed in the Medical Notes/SOAP
text box, where you are able to edit them.

5. If you want to add annotations or overlays to the JPEG files that will be included on the CD, click
Apply Annotations and/or Apply Overlays.

6. Select a location in the Save In drop-down list and click Save.
Sending Cases via Email

The case feature allows you to email a case, with its images and any text that you have added on the
Case Actions tab.

To email a case:
1. On the Case Detail window, if the Case Actions pane is not open, click Expand>>.
2. Click the E-mail tab. The email options are displayed.

3. Inthe To text box, type the email address for the specialist to whom you are sending the case, or
select the address from your address book by doing the following:

¢ Click Address Book. The Address Book dialog box appears.
* Select an address and click OK. The address is displayed in the To text box.
4. Do one of the following:

a. Inthe Medical Notes/SOAP text box, type any notes that you in the text file that will accompany
the case. These notes will be saved in a text file labeled with the name of the case.

b. To add medical notes/SOAP from the patient’'s medical history:
i. Click Medical History.

i. Selectthe medical notes to include by using the Medical Notes/SOAP Selection Screen
dialog box.

ii. Click OK. The medical notes you have chosen are displayed in the Medical Notes/SOAP
text box, where you are able to edit them.

5. Select the type of file that the Cornerstone software should use to email the images in the E-mail
Attachment File Type text box.

6. If you want to add annotations or overlays to the files that will be emailed, click Apply Annotations
and/or Apply Overlays.

7. Do one of the following:
¢ To email the case, select Send.
¢ To save this case to send later, click Save and Exit.
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Note: If you receive a message or warning about the safety of sending the email, click OK.

Exporting Cases to a CD or DVD

You can create a CD or DVD containing case images and notes. Unlike the patient CD option, this
method does not put a streamlined version of the Cornerstone Image Viewer on the CD or DVD, so the
recipient of the disk will need to have software that can display the images.

To export a case to a CD or DVD:

1. On the Case Detail window, if the Case Actions pane is not open, click Expand>>.
2. Click the Export tab. The export options are displayed.

3. Select CD/DVD to save the case to a CD or DVD.

Note: If you want to save the case to a file location select File Folder and choose a file location. You
might do this if you wanted to save the case onto a USB flash drive, or to compile the burn the case
onto CD at a later time using the CD burning capabilities in the Windows operating system

4. Do one of the following:

a. Inthe Medical Notes/SOAP text box, type any notes that you want included in the text file that
will accompany the case. These notes will be saved in a text file labeled with the name of the
case.

b. To add medical notes/SOAP from the patient’s medical history:
i. Click Medical History.

ii. Selectthe medical notes to include by using the Medical Notes/SOAP Selection Screen
dialog box.

ii. Click OK. The medical notes you have chosen are displayed in the Medical Notes/SOAP
text box, where you are able to edit them.

5. Select the type of file that the Cornerstone software should use to export the images in the Export
File Type text box.

6. If you want to add annotations or overlays to the files that will be exported, click Apply Annotations
and/or Apply Overlays.

7. Click Export. The files are copied to the selected disc.

Image file names and formats:

Image file names have the following format:

PatientName OwnerLastName ImageTitle YYMMDD PG .xxx

where YYMMDD is the date the image was captured, PG is the page number of the image, and .xxx is
the type of file.

Text file names and formats:

Text file names have the following format:

PatientName OwnerLastName CaseTitle YYMMDD..txt

The text files are described in the next section, “Text File Contents."
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Text File Contents

A text file is sent with the case whenever you email a case, export a case to a CD/DVD, or create a
patient CD with a case. This text file contains:

e Information about the case

e Patient information

¢ Client information

¢ Information about the images in the case
e Contact information for your practice

On a patient CD, this text file is included on the CD separately from the patient CD viewer, and can be
accessed through the Windows operating system.

Using the Address Book

The address book gives you quick access to email addresses to which you frequently send images from
Cornerstone.

To select an address:

1. Select the row in the table for the email address you want. If you want to select more than one
address, hold down CTRL while you click.

2. Click OK. The Address Book dialog box closes and the email address appears in the To text box.
To set up addresses:

1. Click Add E-mail Address. A new row appears in the table.

Click the new row.

In the Description text box, type a name for this email address.

In the Email Address text box, type the address.

Click Save.

Repeat steps 2-5 for each address you want to enter.

N o ok N

When you have finished entering addresses, click Close to close the dialog box.

Using the Radiology Log
The Radiology Log feature in Cornerstone offers several ways to record log entries and add or edit
information:
* If your images are stored within Cornerstone, radiology log entries are automatically recorded but you
need to record exposure information later. You can do this on either:
o On the log itself—for a particular patient or for all patients

o On the Image Detail dialog box—for a particular image, either during the capture process or when
reviewing the image

* If you capture and store images outside of Cornerstone, you can manually create a log entry and add
radiology log information on the Radiology Log window.

Once alog has been generated, you can view the entire log or a portion of it, and can print it, email it, or
export it as a PDF (Portable Document Format) file.

Note: With the addition of the Radiology Log feature in Cornerstone 8.1, you no longer need to use the
“Cornerstone Radiology (Imaging) Template” Classic medical note.
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Entering Information for Images Stored Outside of Cornerstone

If you capture images outside of Cornerstone and would like to record radiology details in a patient's
medical record, you can manually enter radiology information in Cornerstone.

To manually enter radiology log information:

1. With the patient’s record open on the Patient Clipboard, in the Patient History area, right-click and
select Radiology Log.

2. Toadd alog entry manually, click Add Entry. A new row is added to the table.

In the table, you can add entries or modify any information that wasn't automatically recorded by
Cornerstone:

» Scroll down to see all the entries, and scroll to the right to see all the information for each image.

* To add a log entry manually, click Add Entry and enter information in the row that is added to the
table.

* To delete alog entry, highlight the row and click Delete Entry.

Note: You can only delete entries that you have added manually. Entries created automatically
by the Cornerstone software cannot be deleted.

* To modify information that was not entered automatically by the software, click in the text box and
edit the text.

» Fillin any of the following text boxes for which you want to record information:
o Thickness—Type the thickness of the body part being imaged.

o Exposure mAs—Type the amount of x-ray exposure in milliampere-seconds (mAs). This is
calculated automatically if you enter values in the Exposure mA and Exposure time sec text
boxes.

o Exposure mA—Type the amount of current in milliamperes (mA).

o Exposure time sec—Type the duration of the exposure in seconds as a decimal value or use
the drop-down menu to select a fraction of a second.

o Exposure kVp—Type the amount of voltage (peak kilovoltage) used for this image.
o Level of sedation—Select from the drop-down menu.
o Use of Grid—Select the check box if a grid was used.

Note: If you added this entry manually, you may be able to edit additional text boxes. Use the
Patient ID and Client ID text boxes if you want to change the patient or client.

4. Use the buttons on the right to print, email, or export the log to a PDF file.

5. Click Close in the upper right corner of the Radiology Log dialog box to close it.

Entering Information for Images Stored Within Cornerstone

A radiology log entry is automatically recorded for each radiograph captured by Cornerstone using an
IDEXX Digital Imaging System (and for images you import into Cornerstone). The information in this entry
can be modified or added to during the capture process or when you are reviewing the images later.

To record radiology log information for a patient:

1. On the Patient Clipboard, with a patient selected, right-click in the Patient History area and select
Radiology Log. The Radiology Log window appears, displaying log entries for this patient.

2. Inthe table, you can add entries or modify any information that wasn't automatically recorded by
Cornerstone. (See step 3 in the “To manually enter radiology log information” procedure in the
preceding section for more details about entering this information.)

3. Click Save.
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-
" Radiology Log M
Patient ID: Finnegan Owner Janis, James Gender: Male
Species: Feling Breed: Other Weight: A Age:
elete En
Radiographic v... Thickness in Exposure k¥p Expasure mifis
1/7/2011 image 1 Secondary... o 0,00 0.0 “
14742011 irmage 1 Secondary... 0 000 0.0
E-mail L
1/19/2011 Latersl Computed.., 0 000 0.0
| S | b
Export as PDE

Radiology Log displaying log entries for a patient
To record radiology log information for an image:
1. Do one of the following:
. . . . . ()
e Onthe Image Viewer window, click Edit Image Details .

e On the Image Capture window, after you have captured an image and the buttons at the top of
the screen have turned red, click Image Information .

2. Click the Technique Details tab.
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! Image Details
Irnage Detailzs | Technique Details
Distance Thickness inches
u] Inches(in) L ]
Exposure rmAs Exposure mh Expozure time sec
7.5
Exposure kvp Level of sedation
7z Awake w | [ ] Use of grid
0 \ @ I

Image Details — Technique Details tab

3. Fillin any of the following text boxes for which you want to record information.
o Thickness—Type the thickness of the body part being imaged.

e Exposure mAs—Type the amount of x-ray exposure in milliampere-seconds (mAs). This is
calculated automatically if you enter values in the Exposure mA and Exposure time sec text
boxes.

e Exposure mA—Type the amount of current in milliamperes (MA).

e Exposure time sec—Type the duration of the exposure in seconds as a decimal value or use
the drop-down menu to select a fraction of a second.

o Exposure kVp—Type the amount of voltage (peak kilovoltage) used for this image.
o Use of Grid—Select the check box if a grid was used.
e Level of sedation—Select from the drop-down menu.

4. Click OK to save the information and close the dialog box.

If you are on the Image Viewer window, save the image before you exit. If you are on the Image
Capture window, the image and any changes you’ve made to the radiology log are saved when you
click Done Capture.

Viewing, Editing, Printing, Emailing, and Exporting the Radiology Log

To view, edit, print, email, and export the radiology log:
1. Do one of the following:

¢ On the Activities menu, select Imaging > Radiology Log; use the search fields to specify the
client, patient, or time period for which you want to view the log; then click Search.
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Note: If you are on the Image Explorer window and have a patient selected, the radiology log
opens with information for that patient displayed. To search for different information, click Clear
and use the search fields.

To view the radiology log for a specific patient, with the patient’s record open on the Patient
Clipboard, in the Patient History area, right-click and select Radiology Log.

I Radiology Log E]@
Patient ID: owner Gender:
Species: Breed: Weight: Age: -

Cliant/Patiant Start Dats End Date i

F/E0/10 v &izofio v

Tachnician Madality
72,00 7.50 0,00 0,00 E Awake
72,00 7.50 0,00 0,00 E Awake
FZ.00 F.50 o.o0 o.o0 D Awake
72,00 7.50 0,00 0,00 E Awake
72,00 7.50 0,00 0,00 (3] Awake
72.00 7.50 0.00 0.00 E Awake
72,00 7.50 0,00 0,00 E Awake
72,00 7.50 0,00 0,00 E Awake
72.00 7.50 0.00 0.00 E Awake

H

Export as PDFE

- |

Radiology Log window

In the table, you can add entries or modify any information that wasn’t automatically recorded by
Cornerstone:

Scroll down to see all the entries, and scroll to the right to see all the information for each image.

To add a log entry manually, click Add Entry and enter information in the row that is added to
the table.

To delete a log entry, highlight the row and click Delete Entry.

To modify information that was not entered by the software automatically, click in the text box,
edit the text, and click Save.

Use the buttons on the right to print, email, or export the log to a PDF file:

To email, click E-mail Log, fill in the text boxes on the E-mail dialog box, and click Send. The
log is sent as a PDF file attached to your email.

To print, click Print Log. The Print Preview window appears, where you can view the log as it will
be printed, and can click Print to print it.

To export the log as a PDF file, click Export as PDF. The Save As dialog box appears. Select a
location in the Save In text box or the browsing area below it, type a name in the File Name text
box, and click Save.
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Note: PDFs are viewed with the Adobe Reader® software (formerly Acrobat® Reader®), which is
installed on IDEXX-supplied computers. You can download Adobe Reader software for free at

http://get.adobe.com/reader/.

4. Click Close in the upper right corner of the Radiology Log dialog box to close it.

Archiving Images

The Cornerstone software lets you archive your images to save space on your computer and to make
image management easier. Archiving removes image files from your computer and saves them to a CD
or DVD, or to a network location, such as a server. This saves space on your computer and makes

image management easier.

For more information about the process of recording information to a CD, see “About the CD Writing

Process” on page 392.

IMPORTANT: It is important to store archived images in a safe location that is backed up regularly. If

archived data is lost or damaged, images cannot be recovered.

To archive images:

1. On the Activities menu, select Imaging> Archiving to open the Archive Images dialog box.

I Archive Images

=%

Patient Client

[ search QL dear

[ show only inactive/deceased

Start Date End Date

[ 1nclude Inactive []1nclude Deceased

() CD/DVD
Hurnber of Copies |1

() File Folder

Archive Label
Carnerstone Archive 2011-10-04

P

Archive Images dialog box
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Use the text boxes and options in the Search Archive area to specify the images you want to archive:
e Use the Patient and Client text boxes to search for images of a particular patient or client.

e To search for images between two dates, type dates in the Start Date and End Date text boxes,
or click dates in the drop-down calendars.

e To search for images of inactive patients, select Include Inactive.
e To search for images of deceased patients, select Include Deceased.

To filter your search results to show only those patients who are inactive or deceased, select the
Show only inactive/deceased check box. To search for particular inactive or deceased patients, fill
in additional search criteria as needed.

Click Search. The results are shown in the table below the Search Archive area. Each row displays
the following information for an image study:

o Name—the patient’s name

e Patient ID

e Client—the client’s name

o # of Images—the number of images in the study

o Capture date—the date the images in the study were captured
o Title—the title of the study

e Study Image—a thumbnail version of the first image in the study

By default, all of the studies in the table are selected, but you can change which studies are
selected:

¢ Hold down the CTRL key and click to deselect or select individual studies.
e (Click Select All to select all the studies in the table.

e Click Deselect All to deselect all of the studies in the table.

In the Archive To area:

¢ If you want to archive to a CD or DVD, select CD/DVD. If you want to make multiple copies, type
a number in the Number of Copies text box.

e If you want to archive to a location on your computer (not recommended) or the network, select
File Folder, and use the text box and Browse button to specify the location where the archive
files should be stored.

Note: IDEXX recommends archiving images to a dedicated storage solution such as an external
hard disk. Like any image files, the archived files on this storage device should be backed up
periodically.

Click Archive to archive the selected image studies to the archive location you have specified.

Note: Archived images are labeled as “Archived” when displayed in the Image Explorer window.

Note: If you are archiving to CD or DVD, be sure to label the disc with the date. IDEXX recommends
using the same format as the Cornerstone software, i.e., “Cornerstone Images YYYY-MM-DD (#)” where
# is the CD number. This will enable you to select the correct disc if you need to access any archived
images in the future.
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Viewing Archived Images

When an image is archived, it is removed from the database on the computer and stored in your
selected archive location (e.g., archive hard drive, CD, network server, etc.). A thumbnail of the image
remains in the patient record as a reference to the image. Archived images are labeled as “Archived.”

An archived image

To view an archived image:

1. Use the Image Explorer to find the archived image. (For more information, see “About the Image
Explorer” on page 356.)

2. Double-click the thumbnail of an archived image to open it.

a. Ifthe image is readily accessible (e.g., on a networked computer or server), it opens in the
Image Viewer window.

b. If the archived image is stored in a remote location (such as a CD), a message box displays the
location. Insert the disc or browse to the location on the external hard drive or network, and click
OK. The image appears in the Image Viewer window.

3. If you want to make this image an active image again:

a. Make a change to the image. One easy method is to rotate the image and then rotate the image
back to its original position.

b. Click Save, and select Save from the drop-down menu. You can now use this image like any
other image in Cornerstone.

About the CD Writing Process

The creation of CDs (or DVDs) from Cornerstone is handled by the IDEXX Media Write Utility. The utility
is used whenever you create a patient CD or archive images to a CD.

Note: The Patient CD and the viewer software included on the CD have been tested on Windows
operating systems; however, they may not be compatible with other operating systems, such as the Mac
OS® X operating system.

When you begin the CD writing process:

1. If you are given a choice, be sure that the CD/DVD option is selected.

2. If you see a Number of Copies text box, enter the number of copies of this patient CD you want to
make.
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During the CD writing process:
1. If you want to cancel the CD writing process:

e The first time you create a patient CD after restarting the Cornerstone software, a balloon
appears in the lower left of the computer screen. Click this balloon and select the option to
cancel the CD writing process.

e For every subsequent CD you create, an icon for the IDEXX Media Write Ultility appears at the
bottom of the screen. Click the icon to open the IDEXX Media Write Utility and select Cancel
Write.

2. If you want to view the progress of the CD writing process:

e The first time you create a patient CD after restarting the Cornerstone software, a balloon
appears in the lower left corner of the computer screen. Click this balloon and select the option
to open the IDEXX Media Write Ultility.

e For every subsequent CD you create, an icon for the IDEXX Media Write Utility appears at the
bottom of the screen. Click the icon to open the IDEXX Media Write Utility to view progress.

3. Click OK to close the Message dialog box.
4. When the process is complete, the finished CD is ejected automatically.

Note: Once you create a CD, you cannot add to or change the information on the CD.
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This chapter covers daily tasks for using Hill's Feeding Guide Software in Cornerstone. For information
on steps required to set up Hill's Feeding Guide Software, see “Chapter 24: Setting Up Hill's Feeding
Guide Software” in the Cornerstone Administrator’'s Manual.

Using Hill’s Feeding Guide Software
Hill's® Feeding Guide Software (FGS) is included with your IDEXX Cornerstone* Practice Management
System. Using FGS, you can print dietary instructions and nutritional information about Hill's pet food
products to help your clients keep their pets healthy.

Feeding Guide Software shows your clients:
e The financial benefit of feeding Hill’s products.
e The proper feeding instructions for a healthier pet.

Before You Begin

e Set up the Feeding Guide Software and link Hill's pet food invoice items to the Feeding Guide
Software special action on the Invoice Iltem Information window’s Spec. Actions tab.

o Update the patient’s weight.
To use the Hill’s Feeding Guide:
1. Do one of the following to access the Hill's Feeding Guide dialog box:

e (Create a new invoice and add the Hill's pet food invoice item or open an existing invoice with
the item. Click Special (special actions) and select Feeding Guide Software in the Special
Actions dialog box.

¢ On the Activities menu, select Feeding Guide > Feeding Guide Profile.

The Hill's Feeding Guide dialog box appears.

I Hill's Feeding Guide

Patient information
Close

Client: 19845 Brad and Heather Price
Fatient: 19845 Mosh Age: 13%7s. 3 Mos. Breed: BOXER R
Azzist
Weight: 95 pounds Ideal Wweight: 9504  pounds [

Frint

Dietary information

ddidp

Indication: | Science Diet Pet Foods ] About

Product: | Senior for Dogs

| 5]

Package size: | 20 |b. bag - Small Bites ||

Feeding information

Lo High:
Amount to Feed [Cups]: 334 3 9174 3
Daps bag will last;| 24 17
Cost ta feed per day:|  $0.80 $1.12

Hill's Feeding Guide dialog box

Cornerstone User’s Manual 395



Chapter 27: Using Hil's® Feeding Guide Software

2. Enterthe Client ID and corresponding Patient ID. The patient’s current weight appears by default in
the Ideal Weight box. Change the Ideal Weight, if necessary.

3. Inthe Indication field, select the type of Hill's diet product to feed the patient. Select the specific
Product and Package size.

Note: If a product is selected that could be recommended for more than one dietary purpose, the
Purpose box appears before Cornerstone calculates the Feeding Information. Select the reason this
product is being recommended and click OK.

Tip: You can click Assist to use the Selection Assistant to determine the product to use for the
patient’s condition. See “Using the Feeding Guide Selection Assistant” on page 396.

4. Once you have entered the Dietary Information, the Feeding information is calculated automatically.
If necessary, change the Amount to Feed the patient. Amounts appear to the nearest 1/8 cup.
(Amounts over 20 pounds increase by 1/4 cup.) The number of days a bag or case (for cans) of the
product should last and the cost per day to feed the patient the product correlate to the amount.

5. Click Print to print the feeding instructions. The Print Options dialog box appears with one (1)
Feeding Guide Profile selected to print by default.

I* Print Options
L

Print Options for Feeding guide profile and Product information

[ Product information

6. Click Preview to view the Feeding Guide Profile in the Reports Preview window, or click Print to print
the profile. (You can change the number of copies to print, if necessary.)

7. If you want to print information about the product, select the Product information check box and
click Preview to view the information in the Reports Preview window, or click Print to print the
information.

8. Click Close to return to the Hill's Feeding Guide dialog box.

9. Click Close to exit.

Using the Feeding Guide Selection Assistant
The Selection Assistant is a component of the Hill's Feeding Guide Software designed to help you make
pet food recommendations to your clients based on the patient’s current condition.
To use the Feeding Guide Selection Assistant:
1. From the Hill's Feeding Guide dialog box, enter the Client ID, Patient ID and the patient’s Ideal
Weight.

2. Click Assist. The Selection Assistant dialog box appears.

™ Selection Assistant
: C |
Categories: | Dbesity |+ |
Conditions: | Obesity [prevention] v
Product: | Canine w/d |

Selection Assistant dialog box
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3. Select the Category of the patient’s dietary concern from the drop-down list. (Categories include:
Acute Care/Recovery, Adverse Reaction to Foods, Cancer, Cardiovascular Conditions, Fiber
Responsive Diseases, Gastrointestinal Disease, Hepatic Diseases, Obesity, Oral Care, Renal
Disease and Urolithiasis.)

4. Select the patient’s specific dietary Conditions from the drop-down list. (Conditions are specific to
the condition you selected.)

Select a Product from the suggested items in the drop-down list.
6. Click Transfer. The product information appears in the Dietary Information.

7. Select the Package Size the client is purchasing. The Feeding Information appears. Continue using
the Feeding Guide as usual.
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This chapter covers daily usage tasks in the Mobile Computing module in Cornerstone. For information
on steps required to set up the Mobile Computing module, see “Chapter 31: Setting Up the Mobile
Computing Module” in the Cornerstone Administrator’s Manual.

Overview
The Mobile Computing module with mobile computer synchronization provides the ability to use the
IDEXX Cornerstone* Practice Management System outside of the practice. A mobile computer could be
a laptop or a tablet PC.

After returning to the practice, the data on a mobile computer can be downloaded to the main practice
database. The database on the mobile computer is also updated to match the main database.

Information That Can Be Viewed or Changed on a Mobile Computer
Understanding what types of information can be changed on a mobile computer will be easier if you
remember that the information on the mobile computer is secondary to the information on the main
practice server.

Some features in Cornerstone cannot be accessed from a mobile computer because this would cause
the mobile computer database to conflict with your practice database when the synchronization process
occurs. Generally, information relating to clients and patients can be created or updated.

Information that can be created or updated
Client and patient information
Patient vital signs/weight
Patient diagnoses
Patient problems
Patient medical notes
Rabies/vaccine tag information
Reminders
Correspondence
Estimates

Information that can be created, but not updated

Prescriptions

Lab Requests

Patient Visit List (PVL)
Invoices’

Images

T Items created on the mobile computer can be updated until the next synchronization process is run.

Information that can be viewed, but not created or updated

All reports in Cornerstone Foundation (with applicable security) except Referral reports
Open invoices that were created on the main system
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The Appointment Scheduler Schedule for Today window
Setup information, such as discounts, taxes, classifications, etc.

Information that cannot be accessed

Practice defaults
Inventory

Practice Explorer*
Patient Advisor*
Time Clock

How Does the Patient Visit List Work with Mobile Computing?
If a patient has items on the Patient Visit List on the main system, those items cannot be viewed on the
mobile computer. However, items may be added to the Patient Visit List on the mobile computer. When
the synchronization process is run, items from the mobile computer’s Patient Visit List will be added to
the Patient Visit List on the main system. Use care when adding items to the Patient Visit List so you do
not inadvertently create duplicate entries.

Mobile Computing Menu Options
The Mobile Computing menu is located on the Tools menu. These tasks on the Mobile Computing menu
can only be performed on a mobile computer: Create and Undo Mobile Computer and Synchronize.
These menu options may only be selected from the server or a regular workstation: Mobile Computer
List and Mobile Computer Checkout Report.

Note: The other options on the Tools menu (Merge client/patient, Mass markup, Purge data, etc.)
cannot be accessed when a mobile computer is in use. To access other options on the Tools menu,
synchronize all mobile computers, and then undo the mobile computers (the mobile computer list must
be empty). Perform necessary functions, and then recreate the mobile computers.

Cornerstone provides an easy way to help you remember if you're working on the mobile computer. The
name of the mobile computer displays in the title bar as shown here:

I Cornerstone - Dr. Chris Laptop
File Edit Activities Lsts Conbrols [ Tools Reports  Web Links  Window  Help

Checking out Medical Notes and Correspondence

If a staff member plans to update tentative medical notes and correspondence from the mobile
computer, this information must be “checked out” to the mobile computer. The check out process is set
up when a mobile computer is created and can be changed when it is synchronized.

Medical notes and correspondence that are checked out to a staff member on a mobile computer
cannot be updated on the main system until it is synchronized and the notes and correspondence for
that staff member are checked back in.

When a staff member’s tentative medical notes and correspondence are checked out, the staff member
may only update the notes and correspondence on the mobile computer. New medical notes and
correspondence may be created on either the main system or the mobile computer.

Example:

Ann Smith and Mark Jones alternate time spent in the office. The first week, it's Ann’s turn to be on the
road. Ann’s tentative medical notes and correspondence are “checked out” on the laptop. Ann’s
tentative medical notes and correspondence may only be updated from the laptop. Neither she nor
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anyone else can update her tentative medical notes and correspondence from the main system. The
next week, it’s Ann’s turn to be in the office and Mark will be on the road. The laptop must be
synchronized and Ann'’s tentative medical notes and correspondence must be checked back into the
main system. Mark’s tentative medical notes and correspondence must be checked out to the laptop.

For more information on checking medical notes and correspondence in or out, see “Synchronizing the
Mobile Computer” on page 401.

Using the Mobile Computing Module
Creating a Mobile Computer (Laptop)

To create a mobile computer in Cornerstone:

Note: Perform this task on the mobile computer; you must be connected to the Cornerstone Database
Server. Make sure you have enough hard disk space for the database before beginning.

1. On the Tools menu, select Mobile Computing > Create.

2. Enter the name for your mobile database. This name is used to identify the database in the main
practice database. Click Next.

3. If needed, change the default location for the mobile database and shared folders. Click Next.

4. If this machine has previously been used for the Mobile Computing module, a message appears
asking if you'’re sure you want to overwrite the existing information. Click Yes to continue setup.

5. Select the staff members who will be checking out Tentative or Draft medical notes on this machine.

Press CTRL and click to select/deselect staff (highlighted/shaded staff names are selected). Click
Next.

Synchronize Databases

Select which staff you would like to check out tentative medical notes far an this mobile computer

Coggins CVT, Katia M.
Fiala MGR, Linda E,
Fiala DVM, Mark J.
Finch GRM, Patrick K.
Giguare CWT, Jama F.
Halbleib DM, Becky
Harpke DVM, Laural
wander Pal DVM, Evelyn

Synchronize Databases window

6. Select the staff members who will be checking out Tentative or Draft correspondence on this

machine. Press CTRL and click to select (or deselect) staff (highlighted/shaded staff names are
selected). Click Next.

7. The database will be created. This process can take several minutes, depending on the size of your
database. When the copying process is complete, click Finish.
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Once you have the mobile computer set up, you can use the laptop as you normally use Cornerstone.
See “Information That Can Be Viewed or Changed on a Mobile Computer” on page 398 for more details
about mobile computer use.

Selecting a Printer for the Mobile Computer

To select a printer for the mobile computer:

1. When you log into Cornerstone on the mobile computer, the Mobile Computer Printer Selection box
appears. Select the printers you want to use for this session of Cornerstone:

e Select Clinic printer(s) to use your regular network printers.

e Select Mobile printer(s) to use a printer directly connected to the mobile computer. These
assignments are temporary and will be overwritten the next time synchronization is run.

™ Mobile Computer Printer Selection

Select printer

(O Clinic: printer(s)

Reports/lnvoice

printer: Cormerstone POF on Me00: v

Label printer: | Comerstone POF on Neld: v

Mobile Computer Printer Selection dialog box

2. If you are using a mobile computer without a printer attached to it, you can save your documents as
PDFs using the Cornerstone PDF printer.

3. Click OK to save your changes.

Synchronizing the Mobile Computer

It's important to periodically download the data from the mobile computer to the main practice database
and to update the mobile computer database from the main practice database. This process is called
synchronization.

If your practice has more than one mobile computer, the synchronization process must be run on each
laptop. You cannot synchronize more than one mobile computer at a time.

You cannot synchronize the mobile computer if you have open invoices on the laptop.

While the synchronization process is running, you can continue working on the main server. However,
you will not be able to post an invoice while the mobile computer data is being copied to the main
server.

When the synchronization is run, the estimates, invoices and prescriptions on the mobile computer are
copied to the main practice database. You will be able to tell where the estimate/invoice originated
based on the ID. Part of the number is the identifying ID of the mobile computer.

To synchronize the mobile computer:

Note: Perform this task on the mobile computer; you must be connected to the Cornerstone Database
Server.

1. On the Tools menu, select Mobile Computing > Synchronize.

2. Pressthe CTRL key and click to select (or deselect highlighted) staff to check out tentative medical
notes. Click Next.
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3. Press CTRL and click to select (or deselect highlighted) staff to check out tentative correspondence.
Click Next.

4. Your database will be synchronized. Click Finish.

Conflicts and Exceptions

If there is a conflict between the mobile computer database and the main system, you must resolve it
before the synchronization can continue. For example, if new client records were entered on the mobile
computer and the main system using the same ID, a message will display during synchronization. You
will be required to enter a new ID for the client record created from the mobile computer before
synchronization can continue.

Occasionally, data from the mobile computer may be overwritten by data from the main system during
the synchronization process. For example, if the same client’s address was updated on both the mobile
computer and the main system, the address entered from the main system will overwrite the address
entered from the mobile computer. This is called an exception. If an exception occurs, you can print the
Exception Report from the mobile computer during the synchronization process. If needed, you can use
this report to update the data on the main system.

Any words that you add to the spell checker dictionary also need to be added on the main system. Each
time synchronization is run, the main system'’s dictionary overwrites the dictionary on the mobile
computer.

Using the Mobile Computer as a Regular Workstation (to Undo)

If you are upgrading or changing mobile computers, or if you want to use the mobile computer as a
regular Cornerstone workstation, remove the mobile computer from the Mobile Computing List.

To use the mobile computer as a regular workstation:

Note: Perform this task on the mobile computer; you must be connected to the Cornerstone Database
Server.

1. On the Tools menu, select Mobile Computing > Undo Mobile Computer. The following message
displays.

Cornerstone

3 “ou will now be changed back to a workstation and lose any data in wour mobile computer
database which was last synchronized on 8/10/2009 14:23:32. Are vou sure you want to
caontinue?

Undo Mobile Computer message

2. Click Yes if you are sure you want to remove the mobile computer. The mobile computer will be
removed.
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This chapter covers referral relationship management tasks in Cornerstone. For information on steps
required to set up Referral Relationship Management, see “Chapter 23: Referral Relationship
Management” in the Cornerstone Administrator’s Manual.

Overview
The IDEXX Cornerstone* Practice Management System offers specialists in all disciplines a
comprehensive solution for managing relationships with referring veterinarians (RDVMs). With these
referral management features, specialists and their staff can easily monitor the pulse of all activity
relating to RDVMs and their patients.

Referral management features allow you to:

¢ Identify patients/clients referred by a particular RDVM

o Identify RDVMs associated with a particular patient

o |dentify RDVMs associated with a particular hospital

¢ Quickly access notes about an RDVM’s education, interests, first referral date, etc.

e Document and view RDVM/hospital communication preferences

e View RDVM and hospital communication preferences from the Patient Clipboard* window

e Search for RDVMs/hospitals using common filters including name, city, phone, or fax number.

Note: For detailed information about setting up and using Referral Relationship Management, see
the “Referral Relationship Management” section in the Cornerstone help.

Finding and Viewing Referral Veterinarian Information on the Doctor List
Using the Doctor List window (Lists > Referrals > Doctors), you can quickly find a referral veterinarian
(RDVM) using common search filters such as name, doctor ID, phone, or fax number.

I® Doctor List
Find an RDVM
Last name: | Doctor 1D:
First name: Phone./Fax:
= pdate
Hospital: [ [include inactives
RDYM | ID |
Bostan, Rabert E. BULL N
Johnzon, Tim T "
Larsan, Rich LARSON N
Moargan. Shane Sh \
Smith, John M. SMITH ™~

You can click the phone icon to access all personal and hospital-affiliated phone and fax numbers for
the RDVM within the Doctor List window. The primary contact number is indicated for both personal and
hospital numbers.
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™ RDVYM Phone Information
Doctor: John M. Smith
1D: SMITH
Hospital Location | Phone ‘ Et. ‘ Frimary ‘
Personal [715] 878-9090 N4
South Harvard Companion Animal Hospital [715] 674-5656 4

Adding, Editing, and Viewing Referral Veterinarian Information on the Doctor
Information Window

Hospitals Tab
The Doctor Information window’s Hospitals tab allows you to:

e Associate one or more hospitals with the RDVM (an RDVM must be associated with at least one
hospital).

e Add or edit the preferred contact phone numbers, email, and fax information for this doctor at a
selected hospital.

e Indicate the RDVM'’s communication preferences and contact information to use when at a selected
hospital.

Note: The Email communication preference will be selected automatically if the hospital’s Send info via
field was set to Email prior to installing Cornerstone.

I® Doctor Information for Dr. Morgan E]@
10+ |Shd E ;
Title First* Ml Last

|| [Shane Maorgan anee
Status: | Active V Classification: V
Perzonal |nformation Hospitals | Patients | Sales | Notes
1o] | Hospital | City | State | .&ssociated|
CES Campbellville Equine Services Camphbellville u]{]
wWHAH Witz Foad Anirmal Hozpital Landat )]
Shane Morgan's contact inf tion at Campbellville Equine Services
Check to select communication preferences:
|:| Letter: RR 1
Postal Code: M1G 78 City: Campbellvile StateProv: On
Email:
[JFa (3 -
[ Phone: | Lacation Fhore E stenzion |F'rimar_l,l | *
& *
' Ea

Personal Information Tab
The Doctor Information window’s Personal Information tab allows you to:

e Specify if you want to display the doctor’s contact information on the Patient Clipboard based on
Personal preferences (those selected on the Personal Information tab), Hospital related
preferences (those selected on the Hospitals tab), or both.

e Add or edit personal contact information for this doctor.
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¢ Indicate the doctor’s personal communication preferences.

Note: The Email communication preference will be selected automatically if the Send info via field was

set to Email prior to installing Cornerstone 8.3.

I® Doctor Information for Dr. Morgan

=2

ID:* [5M _
Title First* Ml Last
v Shane Margan ——
Statug: | Active ] Classification: ]
Personal Information | Hospitals | Patients | Sales | Notes
Personal contact Information
Diizplay the following information on the Patient Clipboard:
[ Personal preferences Hospital related preferences
Check to select communication preferences:
[ Letter:
Postal Code: City: State/Prowv: v
[ Email:
Fax [ -
[ Phane: Location [ Phane | Estension | Primary|  *
[ - c By
Patients Tab

The Doctor Information window’s Patients tab allows you to:

e View checked in/checked out patients referred by the RDVM.

e Double-click to open the Patient Clipboard for a patient on this tab.

I Doctor Information for Dr. Larson g@
1D |LARSOM
Title First* Ml Last®
br. \v| [Rich Larson
Status: |Active v Classification: v
Personal Information Hospital; | Patients | Salez | Motes
Checked-In
Patient | Clignt Breed Date Huospital Reason for Wigit
Boorner Andre, Lamy Collie Mix 42122010 Clearview Veterinary & Meuralogy
Sahara Kent, Jim Fingcher, Doberrn 672010 Cleatview Veterinary £
Checked-0Out Show patients checked-out in the last ’ﬁ days
Patient | Client | Breed | Lazt Seen | Huospital | Reason for Wisit |
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The Doctor Information window’s Sales tab allows you to:

¢ View the monthly sales generated based on referrals from this RDVM.

o View number of new patient referrals and recheck referrals for each monthly sales period.

I® Doctor Information for Dr. Boston g@
e T
Title First* Ml Last®
or. [+] Frobert E | |Bosten
Status: | Active [V] Classification: [v]
Personal Information Hospitals Patignts | Sales |N0tes
End of Month Processing Date | Mew Rechecks | Sales |
Current 5 1} $155.00
Wednesday, September 02, 2009 10:24 am [ i} $3.197.56
Tuezday, June 30, 2009 02:41 pm 1 i} $552.39
Notes Tab
The Doctor Information window’s Notes tab allows you to:
e Add, edit, or view notes associated with this RDVM.
e See the date of the first referral associated with this RDVM.
™ Doctor Information for Dr. Morgan E]@

1D:* 5M
Title First*

[ w ] Shane
Status: |Active [»]

Perzonal Information Hospitals Fatients

Ml Last*
Morgan

Classification:

Sales | Notes |

Cancel

[ivl]

First referal: 641542010
University:

Interests:

Motes:
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Finding and Viewing Referral Hospital Information on the Hospital List
Using the Hospital List window (Lists > Referrals > Hospitals), you can quickly find a referral hospital
using common search filters, such as city, phone, or fax number.

I* Hospital List
Hospital: [include inactives
City:
Phone/Fax:
Hozpital Name | D | City | State | New
Burgess Equine Vet Services BEWS Qrillia OM '\
Campbellville Equine Services CES Campbellvile OM '\
Cleatview Veterinary Services 38443 Longriew IL '\
i i i Delete
Kitchener Cat Hospital KCH Kitchener OM N
Mizsizzauga-0akville Emergency MOES Oakville OM '\
South Harvard Companion Arnimal Hospi SPEC E au Claire il '\ i
Whites Foad Animal Hospital WREH  London GITE N
South Harvard Companion Animal Hospital Phaone: [715) 674-5656
3344 South Paw 'wWay Fax: [B61) BE5-7409
Eau Claire, /| 54701

When you highlight a hospital on the Hospital List, the hospital’s address, phone, and fax information
display at the bottom of the window.

Adding, Editing, and Viewing Referral Hospital Information on the Hospital
Information Window

Information Tab

The Hospital Information window’s Information tab allows you to:

e Add or edit contact information for this hospital.

e Indicate the hospital’'s communication preferences.

I® Hospital Information for South Harvard Companion Animal Hospital E]@

b spec
Hospital Mame:* 'Sauth Harvard Campanion Animal Hozpital Status: | Active |

Information | Doctors | Patients | Sales | Notes

Contact information

Check to select communication preferences:

[ Letter: (3344 South Paw 'way

Postal Code: 54701 City: Eau Claire State/Prov: ' w
Emall: customeresponse@idess. com

[ Fax  [[61) 8857409

[ Phane: [ oaation |Phone Extension |Primary| 5
(715) 674-5656 @ 7
(- o | B

Doctors Tab
The Hospital Information window’s Doctors tab allows you to:

o View referral veterinarians (RDVMs) associated with this hospital.

Cornerstone User’s Manual 407



Chapter 29: Using Referral Relationship Management

e Open the Doctor Information window for a doctor by double-clicking a listed RDVM (or by clicking
the View details link near the bottom of the window for a selected RDVM).
™ Hospital Information for South Harvard Companion Animal Hospital E]@
10 sPEC

Hospital Mame:* |South Harvard Companion &nimal Hospital Status: | Active v

Infarmation Doctors | Patient: | Sales | Motes

Classificatior: Al v

D [ DM Classification

BULL Eoston, Robert E.

SMITH Srith, John M.

Dr.Robert E. Boston Wiew details

Patients Tab

The Hospital Information window’s Patients tab allows you to:

e View checked in/checked out patients referred by an RDVM at this hospital.
e Double-click to open the Patient Clipboard for a patient on this tab.
I Hospital Information for ClearView Veterinary Services E]@

D (38443 ol

Status: Active 2

Hospital Mame:* Clearfiew Veterinary Services

Information | Doctors | Patients | Sales

Motes
Checked-In
Patiznt | Clignt Breed Date ROV Fieazon for Yisit
Boomer Andre, Lamy Collie Mis 41200 Larsan, Rich Meuralogy
Sahara Kent, Jim Pinscher, Doberm  BA7/20010 Larson, Rich
Checked-Out Show patients checked-out in the last ,ﬁ daps
Patient | Clignt Breed Last Seen RO Fieason for Yisit |

Sales Tab

The Hospital Information window’s Sales tab allows you to:

View the monthly sales generated based on referrals from this hospital.

View number of new patient referrals and recheck referrals for each monthly sales period, v.
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I Hos pital Information for South Harvard Companion Animal Hospital

]f=1]5]

ID:* SPEC

Hospital Mame:* S outh Harvard Companion Animal Haspital

Status: Active

Infarmation Doctors | Patients | Sales | Notes

ak

Cancel

End of Month Processing Date Mew | Rechecks Sales |
Cuirent g 0 $256.50
Thursday, Octaber 01, 2009 0340 am 4 o $3.24954
‘wednesday, September 02, 2009 10:24 am 3 1] $4,340.71
Tuesday, June 30, 2009 02:41 pm 7 1] $9.515.48

Notes Tab

The Hospital Information window’s Notes tab allows you to:

e Add, edit, or view notes associated with the referral hospital.

e See the date of the first referral associated with this hospital.

I® Hospital Information for Mississauga-Oakville Emergency

(=1

1D:* MOES

Hospital Mame:* Missizsauga-Oakvile Emergency

Status: | Active

Infoimation Doctors | Patients | Sales | Notes

First referal
Notes

Clinic hours are 7a-7p M-5at. Open till 9:00 on Thurs. Closed on Sun

0k

Cancel

Accessing Referral Information and Referral History in Patient Information

The Patient Information window’s Referrals tab serves as a dual-purpose tab, allowing you to view both
referral veterinarians (RDVM) and hospitals for this patient and the referral history of the patient.

You should verify the RDVM information for a patient for each visit or case and update it as necessary.
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Referrals Tab—Patient RDVMs View
The Referrals tab—Patient RDVMs view allows you to:

e Identify RDVMs associated with this patient for this visit.

e Specify a primary RDVM to be associated with this patient on the Patient Clipboard, in referral
history, and on referral revenue reports.

o Specify if an RDVM should be included on communications associated with this visit (using the This

visit check box). The This visit check box is automatically selected for the primary RDVM, but you
can clear the check box if the client has requested that the primary RDVM not receive

communications.

e View communication preferences for a selected RDVM and hospital and associated contact

information.

o View the RDVM history for the patient.

Note: When viewing the Referrals tab in Referral History view, click the view RDVMs for this patient link

to switch the tab to Patient RDVMs view.

I Patient Information for Boomer

[M]f=1/}]

ID: 15245 Boomer
Owners: Lamy Andre

Information Letter Reminders Call Backs

Referral information for Boomer

|dentify dactors far this patient
The primary doctor shows on the Patient Clipboard, referal history and revenue reports,

Prompts/Motes

o

Fatient File
wview referal history

Referrals

Doctar Hospital

Prirnary ‘ Thlsvlsltl Diagnasis

v

Larson, Rich Cleatiew Yeterinary Services

v

e I
{_. magss

il

Personal
Send info via: email

wiew details ~

v

When an RDVM is selected, the associated communication preferences are listed in the box at the
bottom of the tab. Use the scrollbar on the right side of the box to scroll through the available

communication preferences:

e Personal—Displays the RDVM’s personal communication preferences. If you want to view detailed
personal contact information for this RDVM, click the view details link on the right to display the
information on the Doctor Information window’s Personal Information tab.

e When at [hospital name]—Displays the RDVM’s communication preferences when at the hospital
selected above. If you want to view detailed hospital contact information for this RDVM, click the
view details link on the right to display the information on the Hospitals tab in the Doctor

Information window.
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o Hospital: [hospital name]—Displays the selected hospital’s communication preferences. If you
want to view detailed contact information for this hospital, click the view details link on the right to
display the information on the Information tab in the Hospital Information window.

Referrals Tab-History View
The Referrals tab—Referral History view allows you to:

» View complete referral history for this patient, including the date when the primary RDVM/hospital
was assigned to this patient.

Note: When viewing the Referrals tab in Patient RDVMs view, click the view referral history link to
switch the tab to Patient History view.

&

I Patient Information for Boomer E]@.

1D 15245 Boomer ok
Owners: Lamry Andre
Cancel

Irformation Letter Reminders Call Backs Frompts/Motes Referrals Paticnt File

Referral history
wievs ADYMs for this patient Prescriptions

[ oae | Daoctor Hospital Diagnosis
1 |4/21/2m0 Larson. Rich Clearisw Veterinary Services

FE Rl

Images

Accessing Referral Information on the Patient Clipboard* Window
Patient Information

In addition to an updated layout to accommodate quick “at a glance” scanning, the Patient information
area now includes information on the patient’s primary referral veterinarian (RDVM), the RDVM primary
phone number, and a link to view more RDVMs for this patient (or a link to add an RDVM if one has not
been assigned for this patient).
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I Andre, Larry - Patient Clipboard

Client Patient list
Client |D: 8373 Larry Andre Pet Owner Name | Species | EBreed ‘ Sex ‘
Patient | Balance Due  $0.00 Accept &l Payments Total Patients: 1 Bioomer Canine Collie: Mix MNeutered Mah
Search| (715) 2834433 Active Patients: 1
Client information Patient information
Lol Rl e @Al % W & 9 @ &R o) 5%
Lamy Andre Status: Active Boomer [15245] Inpatient
O T — 5'¥rs. 8 Mos 4/21/2006] 45 pounds
CAN Caliie Mix Neutered Male

Referred: 0 clients o EFaf L
Eau Claire, ‘Wi Color: Bigcuit Markings:
54703

Status: Active

Class: Family Pet
Ward: Treatment Area 1

Cage:

RD%M: Rich Larson RO Phone: (715) 556-8333
Home Practice: 1 mare ROz
Summary | Text || Problems D= Rx | Medical Hotes Lab | %ital Signs Full Size Yiew
Date | Staff | History
4/z1/2m0 B 45,00 pounds
asz17200 (F KH Possible Brain Tumor  Practice: 1
4212010 g LP Seizure Woarkup- Neurology - TENTATIVE - Seizure Workup
472152010 LF 1.00 Examination- Seizure [SEIZ) for $48.00

RDVMs Tab (Referrals tab prior to Cornerstone 8.3)

Click the RDVMs button & in the Patient Information area to access the tab.

The RDVMs tab lists the patient’s current RDVMs and their associated hospitals.

e The RDVMs tab right-click menu provides quick access to detailed referral information and contacts
for this patient.

™ andre, Larry - Patient Clipboard

l=/o/es
Client Patient list
Client ID: 8973 Lairy Andre Pet Qiner MName | Species | Breed | Sex |
Patient | Balance Due $0.00 Accept All Papments Total Patients: 1 Boomer Canine Caollig Mix
Search| [715) 283-4433

Meutered Mal
Active Patients: 1
Client information

Ome E &S s =

Patient information

@a sy e E R e 6

Larmy Andre Statug: Active Current RDVs | Hoszpital

653 S Oak Class: Pet Dwinat Larzon, Rich Cleariew Yeterinary Services Update Patient
Refered: 0 clients Update Hospital

Eau Claire, Wl 5 Undats ROVM

54703 Hospital: ClearYiew Yeterinary Services view details "

. 5 F Wiew all Patient RDWMS
Send info via: email

Views Referral Histary
Huorne Practice: 1

-
Summary | Text || Probleme Dx Fx | Medical Motes Lab | Vital Signs Full Size View
Date ‘ Stalf | Hiztary

42172010 HE| 45,00 pounds
3

4/21/2M0 KH Poszible Brain Tumor - Practice: 1
snsmo B LW

Seizure Warkup- Neuralogy - TENTATIVE - Seizure Warkup

When an RDVM is selected on this tab, the associated communication preferences are listed in the box
at the bottom of the tab.

e Use the scrollbar on the right side of the box to scroll through the available communication
preferences.

e (Click the view details link to access detailed contact information.

Note: The communication preferences that display here vary depending on the Patient Clipboard

display preferences selected for the RDVM on the Personal Information tab in the Doctor Information
window.
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Referral Information on the Patient Check-in/out Window
On the Patient Check-in/out window, if a primary RDVM has been assigned for this patient, the RDVM is
listed. In addition, the add/edit RDVMs link opens the Patient Information window’s Referral tab,
allowing you to:

e Add anew RDVM for this patient.
e Access information for an existing RDVM.
e Specify a primary RDVM for this visit by selecting the Primary option.

o Specify the RDVMs you want to receive communications associated with this visit by
selecting/clearing the This visit check box for each listed RDVM. The RDVM must have
communication preferences set up in Cornerstone for the information to automatically appear in the
Communications window.

I® Patient Check-infout E]
Chglir:n:rlllg:mgﬁa?l?n Larry Andre ACCDU"EEI::;:BIVEHE $0.00
3553 5 Oak 30 days: $0.00
Eau Claire, 'l 54703 B0 days: $0.00
Pharels): | [715) 233-4433 Ext: 90 days: $0.00
Total due: $0.00
:T;h:;;;rsﬂolmahon I Reminders
45 pounds Collie Mix ‘
5'%re. 9 Mos. Meutered Male
Check-infout information
Staff ID: KH Kenneth G. Baffke, D Room: | Dr Baffke E2 ) Dutpatient
RDWH: Rich Larson add/edit RDVMs Wwiard: | Treatment Are 1 v @ lnpatient
Rieasan far Visit Refenal Recheck L
Prirary: NEtiElag) v Statuz: | Inpatient |+ [ Critical
Secondary: l»| ~Documents

Additional notes: _lDoc |n] | Description |

Possible Brain Tumar

3
3
Alert n?tes: . Weight entry
bay bite - somewhat dizoriented Date | Weight | Unit | ey e
01/27/2M2 (% 00/pounds || i
Check-n Date: | 01/25/2000 5 Time: | 0210 4M Check-out Date: | 01/27/2012 ) Time: | 12:45FM

Referral Information for Mobile Computing

RDVM information is enabled and viewable via hyperlinks for Mobile Computing module users. Click the
links to open a read-only view of the Patient Information > RDVMs tab. There are also two options
available when you right-click in the Patient Information > RDVMs tab (View all Patient RDVMs and
View Referral History).

Referral Reports
In the Report Search window (Reports > Find a Report), a variety of referral reports are available in the
Reports list under the Referral group and under the End of Month > Referral Reports group. Click a
report to display its details in the right pane.
Referral Reports:

e Referral Doctor Master Report—Prints a list of all the referral doctors (by Doctor ID) you have set up
in Cornerstone.
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Referral Hospital Master Report —Prints a list of all the referral hospitals (Hospital ID) you have set

up.

End of Month > Referral reports:

Referral Reports by Staff—Shows the work done by a staff member of your practice for another
hospital.

Referral Report—Doctor by Hospital

Referral Report—Hospital by Doctor

Referral Report—Referral Summary

Referral Summary—Doctor by Hospital

Referral Summary—Hospital by Doctor

Referral Summary by Doctor

Referral Summary by Hospital

Referral Revenue Report by Doctor by Revenue Center

Referral Revenue Report by Hospital by Revenue Center
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Overview
For Laboratory module users, IDEXX Cornerstone* Practice Management System, excluding the Mobile
Computing Module, includes optional access to VetConnect* PLUS, a powerful web-based tool that lets
you view and compare IDEXX in-house diagnostics and IDEXX Reference Laboratories data side by
side.

VetConnect PLUS works within the standard Cornerstone workflow for viewing results and has an
enhanced format for viewing, comparing, and graphing result data. You can also visit
vetconnectplus.com to view your results in a browser.

For more information about VetConnect PLUS, contact VetConnect PLUS Client Services at 1-888-433-
9987 or visit vetconnect.com.

VetConnect PLUS must be set up in the Practice Information window (select Lists > Practice and then
click Update).

Here's an example of a VetConnect PLUS tab.

u Detailed Lab Resulk Set

VelConnect PLUS Lab Results | DD Lab Report | LabFesuls |

JAKI SABINE
MAY S  JAN1T =~ Tranding
- 11/13/2011 (Order Recsived) IDEXX Reference Labaratories o S/8/11 .@ 1/17/11
Y 11/13/2011 @ 7:40 am (Last Updated) Show Details

RBC 6.23 5.5 - 8.5 ML ] 6.91 8.22

Hematocrit 42.8 37 - 55 % 1 | 47.6 55.1

Hemoglobin 15.4 12 - 18 g/dL [ | 17.0 19.2

MLV &9 50 - 77 f1 1 69

MCH 24.7 19.5 - 26.0 pg 1 24.6

MCHC 36.0 32 - 36 gfdL 1 35.7 34.8

WEBC B.6 5.7 = 16.3 KfpL 1 10.2

% Neutrophil &0 60 - 77 % 1 64 53

% Lymphocyte 29 12 - 30 % 1 25 35

% Monocyte 5 3-10% |

% Eosinophil 7 2-10% 1
1' o b ~ n - I _.ﬁ,
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Using VetConnect PLUS, you can:

o View the latest IDEXX test results in an enhanced and interactive window as soon as they are
sent from the IDEXX Reference Laboratories or from your in-house analyzers.

e See the complete history of a patient’s known IDEXX test results.

e Compare results from IDEXX Reference Laboratories and IDEXX VetLab* Station tests side by
side. (To do so, you must activate VetConnect PLUS on IDEXX VetLab Station.)

Graph and view trends for IDEXX test results with the click of a button.

Data Storage in VetConnect PLUS
VetConnect PLUS uses patient and test data stored on secure Vet Connect PLUS servers (that is, in “the
cloud”). If you choose to activate VetConnect PLUS, IDEXX will ask permission to upload a copy of
historical data from IDEXX Reference Laboratories from your VetConnect account and/or IDEXX VetLab
Station. IDEXX will not upload this information without your consent. No information is uploaded from
Cornerstone; Cornerstone performance is not affected.

Your data in VetConnect PLUS is secure:

Sensitive data is not stored in VetConnect PLUS. VetConnect PLUS stores and displays only the
following:

e Patient demographics (name, ID, age, sex, species, breed)
e Client names and IDs

e Patient test results and the source of the results (IDEXX Reference Laboratories, ProCyte Dx*,
Hematology Analyzer, SNAP* tests, etc.)

VetConnect PLUS does not store or display financial information, phone numbers, addresses, or
any personal information from your practice, staff, or clients.

Setup

Prerequisites
To activate VetConnect PLUS, your practice must have:

Internet access at the workstation where you want to view VetConnect PLUS.

Windows®Internet Explorer® 7 or later must be installed on each Cornerstone workstation. It does
not have to be the default Internet browser.

If you want to view in-house results, you must have IDEXX SmartLink* technology to provide
bidirectional flow between Cornerstone and your IDEXX VetlLab Station. In addition, IDEXX
SmartService* Solutions must be set up for the IDEXX VetLab Station. Call your IDEXX Connectivity
Consultant at 1-877-256-8457 to order IDEXX SmartLink for your IDEXX VetlLab Station if your
practice does not already have it.

If you want to view IDEXX Reference Laboratories results, you must have IDEXX SmartLink*
technology to provide bidirectional flow between Cornerstone and the IDEXX Reference
Laboratories. Call your IDEXX Connectivity Consultant at 1-877-256-8457 to order IDEXX SmartLink
if your practice does not already have it.

A VetConnect account with administrator user name and password. Call VetConnect PLUS Client
Services at 1-888-433-9987 to request an account if your practice does not already have one.
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Activating VetConnect PLUS
You can activate VetConnect PLUS immediately following installation of Cornerstone 8.3 software or

anytime after that. After you activate VetConnect PLUS from within Cornerstone, activate VetConnect
PLUS from your IDEXX VetLab Station (if applicable).

To activate VetConnect PLUS:

1.

From the Cornerstone Practice Information window (Lists> Practice), select your practice
name, and then click Update. This must be your primary practice if you are a Multi-
Location Single Database user.

From the Account information for drop-down list, select VetConnect PLUS.

If you are a new IDEXX Reference Laboratories user, select the VetConnect option, enter
your practice’s VetConnect administrator user name and password, and then click Submit
to Activate VetConnect PLUS.

OR

If you are an existing IDEXX Reference Laboratories user, the VCAgent option should be
selected and your VetConnect user name and password should be completed. Click
Submit to Activate VetConnect PLUS.

Read the agreement, and then click Accept.
A message states that IDEXX Reference Laboratories historical data will be uploaded.

Click Next.

IDEXX VetLab Station only: A message giving you the option to print instructions on
uploading data displays. Click Yes to open the printable message or No to continue.

Click Finish.

A message states that activation is complete and that data upload will continue. Close the
message window.

The upload of IDEXX Reference Laboratories historical data that began during activation will
continue, with the most recent results uploaded first. Upload can take up to 24 hours,
depending on the number of results being uploaded. You can continue to use Cornerstone
software during the upload; Cornerstone performance will not be affected.

To upload data from your IDEXX VetLab Station:

1.

2
3.
4
5

On the IDEXX VetLab Station, tap Settings, and then select the VetConnect PLUS tab.
Tap Activate VetConnect PLUS.

Accept the VetConnect PLUS user agreement.

Enter your VetConnect user name and password.

Tap Next. A confirmation message is displayed. Close the message.

Data is uploaded in reverse order, starting with your most recent results. You can continue to use
the IDEXX VetlLab Station during the upload.

Disabling Access to VetConnect PLUS
If you prefer to use the standard Cornerstone 8.3 workflow for viewing results, you do not need to
deactivate VetConnect PLUS. All your test results are always available in standard Cornerstone 8.3
windows. However, if you want to disable access to VetConnect PLUS, you can do so in Cornerstone.
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To disable access to VetConnect PLUS:

1. From the Cornerstone Practice Information window (Lists> Practice), select your practice name,
and then click Update.

2. From the Account information for drop-down list, select VetConnect PLUS.

3. Select Disable VetConnect PLUS online services, and then click OK.

Use

You can open a patient’s IDEXX Lab Report in Cornerstone and then select the VetConnect PLUS tab in
the Detailed Lab Results Set window.

To use VetConnect PLUS from the IDEXX Lab Report:
1. Inthe Cornerstone software, open the patient record, and then use your preferred method to open

an IDEXX Lab Report ﬂ that contains the test results you want to see (for example, double-click an
IDEXX Lab Report on the Summary tab in the Patient Clipboard).

The Detailed Lab Result Set window opens.
2. Select the VetConnect PLUS tab.

3. When finished, close the results window.

Understanding the VetConnect PLUS Tab

Results in VetConnect PLUS are organized by date

VetConnect PLUS displays the selected result in its main window. All other results in the patient’s history
are also available, organized by date. Click a date tab to open the results.

JAKI SABINE

ﬁ NOV 13 | MAYS  JAN 7 AFR 18 ~' Trending

=
117132011 (Ordar Recsivad) IDEXX Reference Labaratories S/8/11 @ 11711
11/13/2011 @ 7:40 am (Last Updated) Shew Details

REC 6.23 5.5 - 8.5 MfuL [ ] 6.91 8.22

Results for the same analyte are displayed side by side

VetConnect PLUS automatically displays both the selected result and other results for the same analyte
that it found in patient history so you can easily compare them.

In the example below, hematocrit results 11/13/11, are currently selected. VetConnect PLUS also found
hematocrit results for 5/8/11 and 1/17/11.

JAKI SABINE

NOV 13 | MAY S | JAN 17 ~' Trending

=
11/13/2011 (Order Recsived) IDEXX Reference Laboratories S/8f11 g /17411
S| 11/13/2011 @ 7:40 am (Last Updated) Shew Details
RBC 6.23 5.5 - 8.5 ML [ 6.91 8.22
Hematocrit 42.8 37 - 55 % 1 47.8 55.1
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Click Trending to graph selected analytes

Select one or more analytes in the left column and then click to display graphs on the right. The
gray rectangle behind the graph indicates the reference interval.

JAKI SABINE

Bl Nov 13 | MAYE | JAN 17 W Trending

117132011 (Ordar Recaived)
117132011 @ 7:40 am (Last U

RBC 6.23 5.5 - 8.5 ML —
ematacnt s PR Trending Interval '——
Hemoglobin 15.4 12 - 18 g/dL I B N m
MoV 1 B0 - 77 fL 1 .

Trending Graph

MCH 24.7 19.5 - 26.0 pg 1 e
MECHE 36.0 32 - 35 g/dl 1
Tips:

e You can click Trending before or after you select the analyte names.

e Click E to open the trending graph in its own window.
Toolbar buttons
The following buttons are at the top of the VetConnect PLUS tab:
Patient Tools

Displays patient information and indicates the patient’s species, including:

e Feline
e Canine
e Equine

e Exotics and other species

Displays all diagnostic results for the current patient. A green plus indicates
there are possible matches to the current patient record that should be
reviewed.

Result Tools

Send the open result by email

E Print the open result

Share a result with IDEXX Pet Health Network* Pro

¢/ Trending Graph results for selected analytes

Cornerstone User’s Manual 419



Chapter 30: Using VetConnect* PLUS

Send a client-friendly report for a canine or feline patient.

These reports have been designed to communicate information about the
patient in a format that clients will find clear and engaging. Available reports
include the Preventative Care Summary (feline or canine) and SNAP* 4Dx*
Plus Summary (canine only).

n View the VetConnect PLUS communications log, which shows details of
diagnostic lab results and client-friendly reports that have been emailed,
printed out, or shared through Pet Health Network Pro for the patient. The
log includes a record of any comments that were sent with results or
summaries.

Note: The information in the VetConnect PLUS communication log is not
viewable elsewhere in Cornerstone. If you want to have a copy of a
communication in the Cornerstone patient history, print it as a PDF and
attach it to a medical note.

Most buttons are toggles
If clicking a button opens a dialog box, window, or menu, click the same button to close it.

Additional VetConnect PLUS Features

VetConnect PLUS is updated independently of Cornerstone. From time to time, you may see new
features in VetConnect PLUS even though you have not upgraded your Cornerstone software. To learn
about the latest VetConnect PLUS enhancements and new features, periodically do the following:

1. Open any lab result on the VetConnect PLUS Lab Results tab of the Detailed Lab Results window.
2. Scroll to the bottom of the results, and click Customer Support.
3. Inthe Getting Started area, click the tutorials for getting started link.
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In Cornerstone™* Practice Management Software (excluding the Mobile Computing module), the Antech
Diagnostics® laboratory module enables online test ordering and automatic result download. The
updated module offers the following enhancements:

The Antech Diagnostics profile list (a list of commonly used Antech order codes) is updated
automatically by Antech Diagnostics, as needed. The IDEXX Cornerstone* Practice Management
System software alerts you when Antech updates its list prices.

You can specify an automatic markup percentage for Antech Diagnostic profiles, just as you can for
IDEXX profiles.

When you order an Antech Diagnostics profile, Cornerstone software checks the order for accuracy
and then generates a bar-coded Antech Diagnostics order form appropriate for the profile type. Print
the form and include it with your specimens.

When your order is complete, Cornerstone sends the profile request to the laboratory electronically.

Results are automatically downloaded from the laboratory approximately once per hour.

Contact your IDEXX Cornerstone Sales Representative at 1-800-283-8386 for information about
purchasing and activating the Antech Diagnostics laboratory module.

Cornerstone User’s Manual 421



Chapter 32: Using LifeLearn® ClientEd™ Online

With earlier versions of Cornerstone software, LifeLearn® client education handouts could be purchased
on CD and integrated with Cornerstone through a one-time document import process. Starting with
Cornerstone 8.3, through a subscription to the LifeLearn ClientEd Online web-based portal, Cornerstone
users can experience the added flexibility and convenience of having continually updated articles that
can be customized and edited as often as you like, with new articles added regularly. For more
information about LifeLearn documents on CD, see “Chapter 18: Setting Up Classic Medical Notes;
Loading LifeLearn” in the Cornerstone Administrator’'s Manual.

LifeLearn ClientEd Online:

e Access an extensive library of over 1,200 fully searchable, illustrated, educational titles that you can
email, print, or save.

e Add or replace content within any article with an easy-to-use content management system (CMS).
e Add your own articles to your custom library.

e Personalize articles to your specific patients.

e Reinforce your online presence and turn your website into a knowledge center.

e In Cornerstoneg, link content directly to diagnostic and treatment codes for automatic printing and
storage in your patient’s medical records. For more information, see the Diagnostic Codes section
in “Chapter 3: Setting Up Lists and Information” of the Cornerstone Administrator’'s Manual or see
the Diagnostic Codes help topic in Cornerstone.

After activating the ClientEd Online service through LifeLearn and performing an initial document
synchronization, ClientEd Online documents are available for selection within the Cornerstone software.
For more information on LifeLearn ClientEd Online, visit

www.lifelearn-cliented.com/about cliented or contact your IDEXX Cornerstone Sales Representative at
1-800-283-8386.

Note: Using LifeLearn ClientEd Online documents requires Microsoft® Word 2003 or newer.

Getting Started with LifeLearn ClientEd Online
Both new and existing LifeLearn customers must subscribe to the ClientEd Online service. Please
contact your IDEXX Cornerstone Sales Representative at 1-800-283-8386 for more information.

Once you have completed the sign-up process and received your LifeLearn username and password,
you can then perform the synchronization in Cornerstone to begin printing your ClientEd Online client
handout documents.

Notes:

e If you currently use CD-based LifeLearn documents with Cornerstone, existing documents you may
have customized or edited will not be overwritten during the sync process in Cornerstone.

o To avoid duplicate templates in the template list, delete any CD-based LifeLearn documents
that you no longer want to use. From the toolbar, select Lists > Documents to review and
delete templates before you synchronize.
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o If you had special actions set up with CD-based LifeLearn documents (for example, to
automatically print), change the special actions to link them to the online documents.

e There is a one-time user license fee associated with ClientEd Online, as well as a monthly
subscription fee.

Synchronizing LifeLearn ClientEd Online Documents with Cornerstone

Upon activation of the ClientEd Online service with LifeLearn, in Cornerstone select Tools >
Synchronize LifeLearn Documents.

J Lifelearn ClientEd Sync =15

File Help

Lifelearn Account Infarmation
Username:

Pazzword:

Local Repositary

Path: | CWCstonetShareiLifelearn

File Format: | DOC v

Header: @ Header provided by Lifelearn ClientEd Cnline

O Header provided by practice management software

Last Sync: Mow 0241 1346 Last Complete Sync: Mow 0241 13:46

] [ Sync Mowy

Status

On the LifeLearn ClientEd Sync dialog box’s Account tab, enter your LifeLearn account username and
password in the fields provided. Leave all other fields at their default settings, and click Sync Now to
update Cornerstone with the latest documents available. Once the first synchronization is run, you can
then return to this dialog box at any time to sync and receive any new documents or edits in your online
library.

Note: Depending on the speed of your Internet connection and transfer rate, the synchronization
process may take a long time the first time you sync all documents with Comerstone. Consider doing
your initial sync during a time that you do not need to use that workstation, as it will be dedicated to the
SYNc process.

Customizing and Editing Your Library of ClientEd Online Documents

LifeLearn ClientEd Online provides you with the added flexibility to edit the handouts and to ensure
consistency of the handouts across your practice. You can:

o Edit the handouts as often as you like.
e Customize any document to reflect your practice’s philosophy, style, or culture.
e Add your own articles to your library.

e Access a record of the edits made, date of the edit, and who in your practice has made the edits.

Cornerstone User’s Manual 423



Chapter 32: Using LifeLearn® ClientEd™ Online

Any edits made in your online library will be retained and reflected the next time you sync your LifeLearn
ClientEd Online documents in Cornerstone.

Note: You will receive detailed instructions on editing and customizing your library of documents when
you sign up for the ClientEd Online service with LifeLearn.

Selecting a LifeLearn Document from the Start New Document Window
Using the Start New Document window, you can search for a LifeLearn document by keyword, species,
topic, and/or system.

Note: LifeLearn documents do not display in the Preview pane like other document templates because
LifeLearn documents are Microsoft® Word documents.

I Start Mew Document g@
(%) Mew client-patient document
. .
Cliert ID: Kimberly &darms Patient |D: Cazey Staff 1D: | CS Carrin Schulze, Dy
() Merge from file
Find Template
Title ar IC: Category: | LifeLearn hd Medical Mate
[] Search for word  Favorites: | &1 Templates ] Medical Mot text only
Lifeleatn Search Correspondence
Keyweord: Topic: | =4l Topics= ] Correspondence text only
Species: <Al Speciess [w System: |24l Systemas ] Frirt Cnly
Title | Category | Tupe | ID ||
Adminigtering a pill doc - kM5 wiord LL Feline Frint Only BES L
Administering drugs by injection. doc - M5 wWord LL Feline Frint Only 570
Administering Ear Drops to your cat.doc - M5 wWord LL Feline Frint Only LTl
Administering Eve Drops to your Cat.doc - M5 Word LL Feline Frint Only B72
Administering liquid medication to a cat.doc - M5 Word LL Feline Frint Only B73
v

Select the document and click OK to open the document in Microsoft Word with predefined practice and
patient demographics included in the appropriate fields within the document.

Note: Microsoft Word is required to print LifeLearn documents that include your Cornerstone practice
information and patient demographics. (Word Viewer can be used, but note that the Cornerstone
practice and patient information will not be included in the documents if printing from Word Viewer.)

Other Ways to Use LifeLearn ClientEd Documents with Cornerstone

In addition to accessing LifeLearn documents on the Start New Document window, these documents
can also be linked to certain actions in Cornerstone to streamline your client communications and
automatically print client handouts.

In Cornerstone, you can link documents to:

¢ Aninvoice item, using the Print Document special action.
e Avreason for visit.

o Adiagnosis code

Note: Mobile Computing module users in the field will not be able to sync LifeLearn documents but will
be able to search for them.
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IDEXX Pet Health Network* Pro lets you manage communication to and from your clients right inside the
IDEXX Cornerstone* Practice Management System.

The tools available when you use Pet Health Network Pro with Cornerstone include:
e Sending automatic reminders by mail and/or email.
e Allowing clients to confirm appointments by email or text.

e Receiving requests for appointments and prescriptions from clients via the Petly* website, as well as
receiving updated client information.

e Sharing selected documents from the patient record with clients electronically.

Your clients interact with Pet Health Network Pro through email, text messages, and the personalized pet
pages at Petly.com.

Setup

Activate and Set Up Pet Health Network Pro
Before you use the new Pet Health Network Pro features, you need to sign up for the service. Get started
by contacting a Pet Health Network Pro communications specialist at 1-855-627-6570 or
support@pethealthnetworkpro.com. The specialist will walk you through the set up of Pet Health
Network Pro for your practice. The setup steps for some key features are outlined below, and you can
find more detailed guidance on each Pet Health Network Pro screen.

Note: Pet Health Network Pro is a subscription-based service. There is also a charge for postcard
communications. Contact Pet Health Network Pro for subscription information.

Set Up Reminders on Pet Health Network Pro

You can set up email and/or postcard reminders that will be sent automatically to clients a specified
number of weeks before a patient is due for an appointment. Email reminders allow clients to confirm the
appointment electronically.

To set up reminders:

1. Login to Pet Health Network Pro, and click Communications and Medical Reminders.

2. Onthe Medical Reminders screen, fill in the information in the Schedule and Options areas.
3. If necessary, click the edit links to edit the design of postcards and email messages.
4

When you have finished setting up reminders, log out of Pet Health Network Pro and close your
browser window.

Set Up Appointment Request and Pharmacy Request Options

When you have Pet Health Network Pro, you can give your clients the ability to request appointment
times from their account on Petly.com. You can also give them the ability to request prescription refills
from Petly.com. Cornerstone displays these requests so that you can schedule the appointment or refill
the prescription based on the information the client sends.
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To set up appointment request and pharmacy options:

1.
2.
3.

Log in to Pet Health Network Pro, and click Petly.

Fill'in the information in the Appointment Requests and Prescription Requests areas.

When you have finished completing the information, log out of Pet Health Network Pro and close

your browser window.

Set Up Missing Client Email Alert Options
Pet Health Network Pro uses the client email information stored in Cornerstone to send out reminders,
confirmation requests, and invitations for clients to join Petly.com. To ensure that email information is
obtained, a missing email alert has been added to Cornerstone. You can configure how this alert is
displayed and whether it is displayed at all. The alert is displayed on the Patient Clipboard and in the
Client Alert window.

To set up the Missing Client Email Address alert:

1.

2.
3.

Use

On the menu bar, select Controls> Defaults> Practice and Workstation, and then select Alerts in

the navigation pane.
Make sure that Missing Client Email Address is selected.

Click Save to save your changes.

View Incoming Client Requests and information via the IDEXX Message Center

If a client uses Pet Health Network Pro to send a request for an appointment or prescription refill or to
update client information, you can view that information from the IDEXX Message Center in Cornerstone.

To view and act upon client requests and information:

1.
2.
3.

On the Cornerstone toolbar, click the IDEXX Message Center 1= button .

Click the Client Messages tab.
Click the appropriate subtab:

e Appointment Requests

e Prescription Requests

e (Client Updates

Each tab displays a list of messages. Messages in black are
unread. If there is more information than the message center
can display at one time, use the arrow buttons at the bottom of
the window to move forward and back through the pages. If you

want to update the list of messages, click Refresh o
To open a message, double-click it.
OR

To act on more than one message, hold down the CTRL key
and click each message you want, then right-click and select
Open.

u IDEXX Message Center x|
Lab Results | Client Messagss [27] o =
Search for a patient
]

HOOCH ADAMS (3596) 0320 pm
Hematology
HOOCH ADAMS (3596)

Chemistry
Hematology
Immuncassay

03:15 pm

ftems 1-2 0f 2

A dialog box displays each selected appointment request, prescription request, or client update.
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I Appointment Request @ ™ Prescription Request ==
Client:  First Last (ID ###) 4 Client: First Last {ID ###) A
Patient: Pet Name (ID #) Patient: Pet Mame (ID #)

Requested Times: Requested Items:
1. 41612 between 9:00am and 11:30am 1. Frontline 75-90 #, 6 pack
2. 4/18/12 between 5:00pm and 7:00pm 2. Heartguard 75-80 #, & pack
3. 4/23/12 between 3:00pm and 6:00pm Phone: 555-555-1212
Phone: 555-5556-1212 Notes:
I'd alsa like to get Frontline for Boing
Notes:
Please schedule Zoey and Fluffy together.
Zoey has been scratching alot - ¥
- . Patient Clipboard

5. If you want to copy text from the message, highlight it and press CTRL+C. To paste this text in a text
box elsewhere in Cornerstone, click inside the text box and press CTRL+V.

6. To open the Patient Clipboard so that you can schedule the appointment, enter the prescription
refill, or make updates to client information, click the Patient Clipboard link in the lower right of the
dialog box.

Additional Message Center Tips

e The IDEXX Message Center lists all recently returned results from IDEXX Reference Laboratories and

IDEXX VetLab* Station. Click the IDEXX Message Center = putton on the toolbar to open the
window, and then click the Lab Results tab. The button appears in red and black when there are
unread messages.

e The number of messages in each tab and subtab appears in brackets next to the tab or subtab
name.

e Client messages are bold black when they are unread, and light gray after you have read them.
Tip: If you want to turn a read message back to its unread state, right-click it and select Mark as
unread.

e Once a message has been deleted, it is gone from Cornerstone and cannot be retrieved; however,
you can keep messages indefinitely if you choose.

Automatic Appointment Confirmations through Pet Health Network Pro
If you set up email reminders in Pet Health Network Pro, the reminder includes a button that the client
can use to confirm the appointment. Also, if the client visits Petly.com within a specified number of days
before the appointment, a reminder will appear, and this reminder also includes a Confirm Your
Appointment button.

When the client confirms the appointment, the confirmation is recorded on the Edit Appointment dialog
box for that appointment. Next to the confirmation date, Cornerstone shows that the appointment was
confirmed by Pet Health Network Pro (displayed as “PHN Pro”).

Note: If you need to clear the Confirmed on text box, click Unconfirm, just as you would if you entered
the confirmation date manually.
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I Edit Appcintment |_ |
Client |D: [3543 Quentin Kluver (Cryate S0
405) 7513953 kg iy
Patient ID: [7388 Monkey gg ja-"'s :g Eg
s
1415, 11 Mos. 47.00 pounds . et
Boxer Male Total due: $0.00 =
Date: Wednesday, May 23, 2012 10:00am  [11 1243172000 Reminder Heartworm Prever
Scheduled on: Wednesday, May 23, 2012 3/20m Hearlu\fmm-E C-Lyme WetTes!

Corfimed ore [05/23/2012 By: PHN Pro 3201 FleadTick Preventative 1 mo -

Primary <Mone> [=] - -1 LL ] —

Secondary: [=]
Staff. CS Comerstone
Time units: 1 4| Lenath: 15 minutes
Prefix: Amount: $0.00
‘ Item ‘ Description Quantity Price | Center | -
1 E
2
]
4 <
[T Transfer invoice items to patient visit list now

Share Documents with Clients
With Pet Health Network Pro, you can share the following documents with clients electronically:

e Medical Notes (enhanced format)

o Medical Notes (text only)

e Correspondence (enhanced format)
e Correspondence (text only)

You have the opportunity to add a personal message that will appear with the document the client’s
page at Petly.com. Once a document is shared, you cannot remove it from the client’s page at
Petly.com

Note: You can also share laboratory results and client-friendly reports from IDEXX VetConnect* PLUS
within Cornerstone.

To share a document:

1. In the Cornerstone Editor, while looking at a medical note or correspondence document that is in the
Final state, click Share. The PetHealth Network Pro—Sharing dialog box appears.
Note: Documents in a state of Tentative cannot be shared.

2. Enter your staff ID and the message that you want to appear with the document.
3. Click OK. The document will appear on the client’s Petly.com page within a few hours.

Seeing What You’ve Shared

When you share a document, Cornerstone displays when and by whom a document was shared in the
following locations:

¢ On the Medical Note window, in the Hx Description line
e On the Patient Clipboard*, on the Summary and Medical Note tabs
¢ On the Check-in Report (either by date or by type), in the history line

Note: Laboratory results and client-friendly reports that you share from IDEXX VetConnect* PLUS within
Cornerstone can be viewed from the VetConnect PLUS communications log but are not viewable
elsewhere within Cornerstone.
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Viewing Pet Health Network Pro Activities on Reports
Information about activities related to Pet Health Network Pro is available in the following reports:

» The Patient History Report and the Check-in Report show when a document was shared, and
who shared it.

Features to Record Client Email Addresses
IDEXX Pet Health Network Pro uses the client email information stored in Cornerstone to send out
reminders, confirmation requests, and invitations for clients to join Petly.com. To help ensure that email
information is obtained, the following features are available:

o If the Email address text box is empty, it is highlighted.

o [fthe client does not want to give his or her email address, select the Email declined check box.
This turns off the highlight on the Email address text box and turns off missing email address alerts
for this client (if you have set up missing email alerts). Also, Cornerstone displays the date on which
the client declined to provide their email address (the date you check the box).

I Client Information for Albert Tibbetts, Jr E@
ClientID: (3038 Albert Tibhetts, Jr Client balance:  $0.00
Cancel

information | Prompts/Nates Fsterrals I AlRInformation

Stats: Acive  [w]|  Classilication: Pet Owner =]
Title First M Last

Alert Tibloetts, Jr Secandary Hames
Address
Postal code: 54703 City. Eau Claire Statefprov: W [+]

Zmsil sddress: scrubbed_4300_3038@dispostable.co e

Location | Phane Extension |
(primay) (999) 688-8888

Patient I Patient Name Sex [ Breed | |
15329 Zeke NeuteredMale  Shorhair. Domestic

Additional IDEXX Pet Health Network Pro Features
IDEXX Pet Health Network Pro is updated independently of Cornerstone. From time to time, new
features may be available in IDEXX Pet Health Network Pro even though you have not upgraded your
Cornerstone software. Check pethealthnetworkpro.com periodically to learn about these new features.
After you have activated IDEXX Pet Health Network Pro, you can see additional information about new
features on your practice’s IDEXX Pet Health Network Pro Home page (go to
pethealthnetworkpro.com/login and sign in).
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