AMERICAN
DATA

Common Tasks

Common tasks are created to filter the client list. They consist of formulas that include or
exclude clients from the list. Common tasks may be linked to view tasks, write tasks, electronic
sign tasks, reports, calculating tasks, and calendars. The use of common tasks can greatly
decrease the amount of clicks needed to complete a process.

For example, ifthere is a physician who runs a specific report for rounds, a common task could
be used to select just his/her clients prior to running the report.

Common tasks may be created anywhere a Name Selection screen appears.

Create New Common Tasks

Click onto the IDicon.

Click onto Common.

Navigate to the Formulatab.

Construct the formula thatis to include/exclude clients. Utilize the buttonson the
right-hand side to construct the formula.

Flip backto the Filtertab and make all necessary selections.

. Click onto Tasks>Save.

5
6
7. Type the name of the taskand click OK.
8
9.
1

o=

Select the desired Site/Service and click OK.
Selectthe desired user group(s)and click OK.

0. Aftersaving the newly created task, click Cancel and Cancel againto returnto the ID
screen.
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Adding a Node

e |F-clickonto this buttonto construct each node to create a formula. IFis used to
begin a statement (and a node). Aformula may contain multiple statements.

e AND -click onto this buttonto construct each node to create aformula. AND is used
to begin anode, but not a statement. Thiswould be used incombination with an
additional node as the useris stating the first node AND this one should apply.

e OR - click onto this button to construct each node to create a formula. ORis usedto
begin anode, but nota statement. Thiswould be used in combination with an
additional node as the user is stating the first node OR this one should apply.

Constructing the Formula
The following options are used in combination with IF, AND, OR. Theyare used to construct
the formula.

e ANY -tobeusedwhen the formula should search for ANY OF the defined

words/topics to qualify the formula. Example: IFANY Of“a,” "b,” “c,” is one statement

n"_n

(and one node) then it will qualify if only “a” is found inthe record, only“b" is foundin

" _n

the record, orifonly “c" is found in the record.
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e ALL-tobeusedwhen the formula should search for ALL of the defined words/topics
to qualify the formula. Example: IFALL Of“a,” "b,"and “c"is one statement(and one
node) thenit will qualify onlyifall of “a,” “b,” and “c” are found in the record.

e NOT-tobeusedto construct a formula that searches for the lack of the defined
words/topics.

e >, = <-tobeusedtosearch datathatis greaterthan, lessthan, orequaltothe
text/value that is found within the defined words/topics. The user will be presented
with additional options when utilizing any of these, which include: text after word, times
used, and daysused. The user will then identify the number of times.

e Topic/Word - to be used when defining the words/topics to be searched within the
selected nodes.

e Add Other -to be used to add something otherthan a word ortopicinto a formula.
Common choices include calendar event, free text, medication, and sub formula. The
following choices are available:

’~ ———

Select Type 8]
[ system Word M Free Text
B Medication [ 1cos(Full)
B Indication Calendar Event
M alleragy Universal Code

B 1cD3(2 digits) @ 1cD10(Category)
Site / Service ICD10(Full)

& sub Formula (4 Pharmacy

[ side Effect Prescriber

[E Medical Condition ICD 10(Inactive)
53 Warning

Cancel

System Word - adds another topic or word, the same as the Topic/Word button.
Medication - used to add a medication or medication category from the Medi-
Span formulary. Ifthe useris searching for a particular medication, the Search
In must be setto Rx data.

o Indication -usedto add anindication from the Medi-Span formulary. Ifthe user
is searching for a particularindication, the Search In mustbe set to Rx data.

o Allergy-usedtoaddan allergy from the Medi-Span formulary. Ifthe useris
searching for a particular allergy, the Search In must be set to Rx data.

o Site/Service - used to specify the Site/Service of words/topics found during the
formula search.

o Sub Formula - links another formulainto a node of the current formula. Sub
Formulas are used frequently withinthe CNA Access module.

o Side Effect - usedto add a side effect from the Medi-Span formulary. Ifthe user
is searching for a particular side effect, the Search In mustbe setto Rx data.
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o Medical Condition - used to add a medical condition from the Medi-Span
formulary. Ifthe useris searching for a particular medical condition, the Search
In must be setto Rx data.

o Warning-used to add in Medi-Span interactions (e.g. Drug to Drug) to the

formula.
Free Text - used to search for free typed textin entries.
Calendar Event - searches the calendar instead of the entry for the defined
words/topics.

o |ICD10(Category)- used toadd ICD10 diagnoses or categories from the Medi-
Span formulary.

o ICD10(Full)- usedto addspecificICD10 diagnosis codes from the Medi-Span
formulary.
Pharmacy - used to search for a Pharmacy within Scriptentries.
Prescriber - used to search for a Prescriber within Script entries.

o ICD 10 (Inactive)- usedto search for ICD10 codes that are no longer active
codes, but are potentially still found within entries.

Apply To
e Entry-usedwhenthe systemisto search only within an entry for the informationin the
formula. When using this option, all wordsto be searched mustbe located within the
same entry.
e Client- used when the systemis to search the entire client's chart for the informationin
the formula.

Additional Options

¢ Remove- usedto remove selected (highlighted) information in the nodes area. This
may include an entire node or a portion of the node.

e Days- usedtodefinealook back period forthe node.

e Hours-usedtodefinealook back periodforthe node.

e Legend-usedtosee whatthe colors in the formularepresent.

e Formula- used to open an already existing formula. This allows the userto access
otherformulas without having to close and go back into the formulascreen.

e [+,-]-clicktoopen orcloseall ofthe nodes.
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Filter Tab
Client Search Task
Formula | I Filter |
Tasks Due
StartDate _/ /|| StartTme _:i_ v (7 Last Manth
EndDate _J J | EendTime o . {:} Current Manth
) Today
(71 Mone
Filter Flags |sers
Current Active Entries User Mame
[ pjc'd Entries
Search Calendar
[ | Refresh Client List
Add Remove
Clear Tasks [T within Same Day [ Use Client Linking QK Cancel

e Start/End Date - if a specific start/end date is entered, the common task will only search
duringthat date rangeto find clients to include/exclude. Typically start/end date are
left blankif building a task

e Star/EndTime - if a specific start/end time is entered, the common task will only
search during thattime frame to find clients to include/exclude. Typically start/end
time are left blank if building a task.

e Tasks Due -ifany of the options below are selected, the task will automatically fill in the
start/end date appropriately asthe common taskis selected and run. An example of
when this mightbe saved within a taskis when wanting to see any residents whoare in
specificroom numbers as of today’s date. The common task willthen always look at
the calendar forthe most up to date room number and assure that only those within
the selected room numbers are included within the selection.

o LastMonth

o Current Month
o Today

o None
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e Current Active Entries - will search current active entriesto determineifa clientshould
be included or excluded.

e D/C'd Entries - will search discontinued entries to determineifa clientshould be
included orexcluded.

e Search Calendar-will searchthe calendar for entriesto determineif a clientshould be
included or excluded.

o Refresh Client List- will refresh the clientlist, removing the previously selected clients
and returningto the users defaultsettings.

o Users-willsearchforentries made by only the user(s) included withinthe common
task setup. Typically thisis not utilized when creating a task.

Example of a common task setup for CNA Assignments (based on room numbers)

Client Search Task |7 |39 | | Clent Search Task 7|l
I Formula ‘ Filter | Formula | I Filter ‘
IF Tasks Due
StartDate 05072018 .| StartTme i v 5ot
AND EdDate  0507/2018 .| EndTime | (;) Current Month
1133 @ Today
A-ANY OF: ‘ (2) None
ANY AL
Search
T -
[ Face Shest  Site 1NH Rooms / 101-1 ==« Filter Flags Users
- [ Face Shest /Site 1NH Rooms / 102-1 & [ Topicsword Current Active Enries User Name
- [ Face Sheet /Site 1 NH Rooms / 103-1 add Other D/C'd Entries
- [l Face Sheet [ Site 1NH R 103-2
B Face Sheet /5 ooms | R Search Calendar

- B Face Sheet [ Site 1NHRooms / 104-1 7
- I Face Sheet  Site 1 NH Rooms / 1042 Davs | Hours Refrech Clnt st
- [ Face Sheet [ Site 1 NH Rooms [ 105-1 Apoly
- [ Face Sheet /Site 1NH Rooms / 105-2 Entry
- [ Face Sheet / Site 1NH Rooms / 106-1 =

y (@ Client
- [ Face Shest [ Site 1 NH Rooms / 106-2 Add Remave
- [ Face sheet /Site 1 NH Rooms / 107-1 Legend
- [ Face Sheet [ Site 1NH Rooms [ 107-2 Formula
- [ Face Sheet /Site 1NH Rooms / 108-1
... I Fare Chest [ Site 1 NH Drnme [ 1N1R-7 M| -

[T within 5ame Day [ Use Client Linking oK Cancel [Tl within Same Day [ Use Client Linking oK Cancel
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Example of a common task setup for induding only a specific physician’s clients

Client Search Task Client Sezrch Task
IFcrmu\a ‘ Fiter | Formula ‘ Filter |
IF Tasks Due
StartDate /.| StrtTme _i__ ) Last Morth
AND edbste |/ .| endTme ___ .. CCurentMeonth
OR () Today
A-ALL: ‘ ) None
ANY | ALL
Search
I,
[ Face Sheet /Physidans  ATTENDING/PRIMARY PHSICIAN: > =< Fiter Flags Lsers
- I Face Sheet [ Physidans / Or. James Black Topic/word [V] Current Acive Entries User Name
#dd Other Clofcdenes
e Search Calendar
ey [Fars [T Refresh Client List
Apoly
©Entry
(7 Client
Aad Remove
Legend
Farmula
+ —_
[Tl within Same Day [ Use Client Linking o Cancel [T within Same Day [~ Use Client Linking o ]

Common Task Additional Options

Clear - will clear outanything that has been builtthus far within the Formulascreen.
Tasks - allows the user to save new tasks, edit/rename existing tasks, or delete existing
tasks.

Within Same Day - placing a checkmark here requires that all the information inthe
formula occurs on the same day.

Use Client Linking - if two residents are "linked” together (typically to produce one bill
for two different residents), both names will pull to the common task if at least one of
the client's meets the criteria.

Edit Existing Common Task

1. Clickontothe IDicon.

2. Clickonto Common.

3. Click onto the Tasks button.

4. Highlight an existing task and select one of the following options to make changes:
Delete, Rename, Edit, or Site/Group.

5. Once any adjustments have been made, click OKto save changes or Cancel to close
out of the Common Task screen.

Provide User Group Rights
1. Navigate to American Data-ECS>Setup>Security>User Group.

2. Clickintothe Properties of the user group who needs accessto loading common tasks.
3. Clickthe arrow to the left of Task Security and then Common Task.
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4. Clickthe boxtothe left of Load untilit displays as a green checkbox, which gives the
user group access to load common tasks.

Run a Common Task

A common task may be linked into an existing task (instructions below) or may be loaded
directly within the ID screen ora Name Selection Screen.
Click onto Common.

Click onto the Tasks button.
Highlight a common task, and click Load.
Click OK to run the common task on the listof names displaying in the Name Selection

BN =

screen.

-

[ Commaon Tasks

Admits/Discharges
AL Beginning Balances Entered =
Appointments
Assignment 1 2ave
Behaviors 75% Complete
BM List Celete
Cholesteral_Lisinopril_CAD Patient List -
CMA - BM Qutput for Report

CMA - Meal Intake for Report Rename
Daily Lab List

Diagnosis - Hip Replacement
Diagnosis - Knee Replacement

Dr. Black

ECS Implementation Mot Completed
Fadility Services - Contracted Services
Follow up Incidents

HH - Insurance {(enter dates)

HH - Medicaid (enter dates)

HH - Medicaid MCOManaged Care (enter dates) || Site/Group
HH - Medicare (enter dates)

HH - Medicare Advantage B (enter dates)

HH - Medicare Advantage,MCO (enter dates)
HH - Medicare B (enter dates)

HH - Other (enter dates)

HH - Other, VA (enter dates)

HH - Private MCO /Managed Care (enter dates)
HH - Skilled Visits Received (last month)

HH - Title Program {enter dates)

HH - Worker's Compensation (enter dates)
Hospice Self Pay

HR. - Active Application

IL Beginning Balances Entered

Insurance (B) (enter dates)
K'Y Mndifiare in Effart

L3

Load

m

Edit

Eilker

- Cancel
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Linking to Other Areas in ECS
Common tasks may be linked to the following areas within ECS.

e View Tasks

e Write Tasks

e Reports

e Financial Reports

e Graph Reports

e CalendarTasks

e SchedulerTasks

e ElectronicSign Tasks

e Electronic Cosign Tasks

e Financial Calculate Tasks

e Financial Forms

e Electronic Claim File Tasks

e UserGroups

e RUG Forecast Tasks

e Automatic Tasks

e Sign Backup Tasks

Below are a few examples of how to link common tasks into Reports, Financial Calculation
Tasks, User Groups, as well as Electronic Sign Tasks.

Reports
1. Goto American Data-ECS>Setup>Report>Report Maker.

2. Openupthereport needingto add a common task onto it.
3. Clickintothe report Options.

EBd B sh X B[R 3| @ ¢ F el =)
4. Clickthe picklistboxto the right of Common and select the appropriate task.
a. Clickthe trash can symbolto the right of Common if needing to clear out the
common task currently linked.
5. Click ontothe save icon to save the changes to the report.
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Financial Calculation Tasks
1. Click ontothe red Calculate icon.

2. Click onto Tasks, select the task needing the common task added ontoit and click Edit.
3. ClickMore...
4. Inthe lower left, use the picklist box to the right of Common Taskto add in the
appropriate task.
a. ClickCleartoremove the common task currently linked.

Calculate - Editing Task (Medicaid)
Date Period Process Taske
Last Month [] Mext Manth [F] Today (@) Initial calculations
[l current Month [ Custom Months () Held calculations Marnels)
Past Period Future Period

astrene Past Month(s) Hilre Fere Future Month(s)
Date From 04/01/2018 ... | Day 0 g a g DateFrom _/_/___ |... Day O g - g
Past Month(s) Future Month(s)
DateTo  04/30/2018 ... |Day 0 = 0 = DateTo _J/_/ | |Day 0 X 0 =
Screen Balance Out
Tapic / Word it Add Topic [/ Word ¥ Y i Add
AR. [ Medicaid(b) [ Control Mo, L Remove AR fMedicaid(b) / Revenues AN AK L REmnove
AR [ Medicaid(h) / Control No. AR fMedicaid(h) / Reverues AN AS
AR [ Medicaid(b) [ Contral Na. i AR [Medicaid(b) / Revenues AN AW
| T s AR fMedicaid(b) f Revenues AM  AY
A Bt AY P imimn e AR [=1.} i
Interface Words
3 - Add
Topic { Word = Aidd L0 AL i
AR [ Medicaid(b) / Description ‘|_| — AR !Medfﬁ!d{b} J §Met Medicaid Amount o —
. L AR [ Medicaid(b) / $Contract Amount {Rm})
AR [ Medicaid(b) [ Description i AR [ Medicaid(b) / Net Posted MA Liabil
AR f Medicaid(b) / Descrintion ) ™ ||Intetface Felca mhros iabiity s
< | i r 1 T | p
[~ split Control [ 1gnore Client Lodking [ use Client Linking [7] calculate and Post
Ignore [ Check for previously
Common Task Medicaid (enter dates) vo o Clear @ Mone () Service calculated invoices
Less.., Reverse Reports | Tasks View Calculations Save Cancel

5. ClickSaveto save changes.
6. Click Cancel to close out of the calculate task setup.
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User Groups

To provide a user group with a list of common tasks upon login, followthe instructions here.
This may be used ifthe CNA's have several differentassignments and the facility would like
them to select their specificassignment upon login. This then filters their list to only display the
residents whom are relevant to that particular assignment.

1. Navigate to American Data-ECS>Setup>Security>User Group.

2. Clickintothe Properties of the user group who needs a list of common tasks to select

from.

Navigate to the Easy tab.

4. Selectany common tasks on the righthand side and use << Add to bring them over as
an Attached Common Task. Continue to click Add until all necessary common tasks
are listed on the left hand side of the screen.

5. Click OKto save changes.

w

[ NH - CNA/Restorative Properties

Rights | Users | Topic Security | To Do | Sections/Tabs Availability ||Easm_,.I |

Easy Topic CMA Access

-~
Attached Common Tasks ce add All Commaon Tasks -
Assignment 1 30 day Mandate |=
Rermove . .
. Admits Discharges

AL Admits in past 10 days

AL Appointment Date Common
AL Beginning Balances Entered
AL Current Residents

AL Medicaid MCO {enter dates)
AL Self Pay (enter dates)

All Clients

Appointments

Beginning Balances Entered
Behaviors 75% Complete
Benefits Exhaust Bills

Billable Days (IH/BH,TL days)

BM List
Cholesterol Lisinooril CAD Patient List ™
' 1 | b
[] Hide Mames Panel Maximum Display
Fun on Logon Skip Mame Selection
Double Space Mames
Save As (] 4 Zancel
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Electronic Sign Task

1. Clickonto the Signicon.
Click onto Tasks.
3. Selectthetask needinga common task linked to it and select Edit.
4. To the right of Common Task, click onto Tasks.
5. Find the common task on the righthand side ofthe screen and click << Addto bring it
overtothe left hand side of the screen.
6. Click OK.
7. Click ontothe Common Task dropdown and select the common task to be attached.
a. Ifneedingtoremove a common task clickinto the Tasks button; find the task
located on the left hand side and use Remove >> to bring it overto the right
hand side. Click OKand OKto save changes.
8. Click OKto save changes made.
Edit Tasks = =]
Task Mame: Meds 0700-1030 SikelEroup
Entries Time
Topics/Mords X ¥ Topics/Words Lines X
Physician Orders [ Life Activity/FYT / FYT (MAR) .ﬂ.Hl—I
Physician Orders [ Treatments [ FYT AW
MARTAR. / Mursing Orders (TAR) / FYI Al
Physician Orders [ Diet/Supplement /0700 AM
Physician Orders [ Diet/Supplement /0730 AM
Physician Orders [ Diet/Supplement f 0800 AM
Physician Orders [ DietfSupplement [ 0830 AN
Physician Orders [ Diet/Supplement [ 0900 AM
Physician Orders [ Diet/Supplement /0930 AN ~
4| [ | ¢
Add Tnserk Delete | &% 2F Add Insert Delete Lines T
Use Conditional Formula *Sign - 10, Meds 0700 - 1030
) ) ) Exception: MAR/TAR / Med Exceptions fall
Send Exception Report CoSignature Required
User Name User Name Common Task: MONE -  Tasks
Select Common Tasks @
Common Tasks < Add All Common Tasks a
30 day Mandate |ﬂ
Add User | |Add Group | | Remay Remove >3 | | Admits/Discharges
AL Admits in past 10 days
[C]show Open Entries Only  [[]5 AL Appointment Date Common
[ pisplay Multiple Names 5 AL Beginning Balances Entered
Auto Exception 5 AL Current Residents
[~| Highlight Exceptions AL Medicaid MCO {enter dates)
AL Self Pay (enter dates)
All Clients
Appointments
Assignment 1
oK Beqginning Balances Entered
— Behaviors 75% Complete
Cancel Benefits Exhaust Bills 5
= 4 i 3
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