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CHAPTER 1

INTRODUCTION TO STATE BRIDGE

\
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1.1 Chapter Overview

This chapter will cover basic information about the purpose, structure and technical requirements of the
State Bridge and the roles of individuals given administrative capabilities for the application.

1.2 Overview of the State Bridge Application

The ImageTrend EMS State Bridge is a pre-hospital emergency data collection, analysis and reporting
system. EMS State Bridge integrates information across the entire emergency medical community,
whether in the ambulance, the local station, the county or state offices. With the EMS State Bridge,
ambulance services are able to satisfy reporting requirements easily, without major investment and
without learning complex new technology.

The system provides:

e Data collection based upon the NHTSA V2.2.1 data set.

e The aggregation of information from various units and the possibility of sharing this with other
systems and agencies.

e Electronic transport of information to other systems and agencies to improve communications and
to share pertinent information.

e Standard and ad hoc reporting to turn data into useful information.

e Easy expansion through its open architecture as needs grow and evolve.

e Scalability to conform to the needs of small, medium and large services as required.

Additionally, the system is HIPAA compliant and sensitive to medical data security issues. The application
meets and exceeds state and federal data privacy requirements.

1.3 System Requirements

Web/Application Server Hardware

Recommended ImageTrend Hosted
Dual Quad Core Processors Dual Quad Core Processors
8-16 GB RAM 32 GB RAM

100 GB Available Hard Disk Space =~ SAN Data Storage

RAID 5 SCSI Hard Drives with OS Blade Servers with Microsoft
and Data Partitions Hyper-V

Operating Systems Supported

| (not required if hosted by ImageTrend)
Microsoft Windows 2003 R2 Server
Microsoft Windows 2008 R2 Server (recommended)

Web Server Software

| (not required if hosted by ImageTrend)
Microsoft 1IS version 6.0, 7.5 or later

Additional Service Software

| (not required if hosted by ImageTrend)
Microsoft .NET Framework 3.5 SP1
Microsoft .NET Framework 4.0

\
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Microsoft Tablet PC SDK

Additional Application Software

| (not required if hosted by ImageTrend)
Adobe ColdFusion 9 Enterprise

Database Server Hardware

A separate database server is required (unless hosted by ImageTrend)

Required Recommended
2 GHz Processor Dual Quad Core Processors
4 GB RAM 8-16 GB RAM

40 GB Available Hard Disk Space 80 GB Available Hard Disk Space
RAID 5 SCSI Hard Drives

Database Software

64-bit software is recommended.
Microsoft SQL Server 2005
Microsoft SQL Server 2008
Microsoft SQL Server 2008 R2 (recommended)

Internet Browser Requirements for End Users

Microsoft Internet Explorer 7.0 and above

Other browsers that support Mozilla 4.0 and above
Adobe Flash 8 or higher (recommended)

Adobe Reader 8 or higher (recommended)
Silverlight 4

1.4 The State Bridge Environment

The State Bridge allows all users to enter data for run reports, as well as view a variety of information
about the service, past run data to which the user has access and messages and alerts directed towards
that user. Upon logging in, users will see several tools for navigation in the header at the top of the page.

\
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EMS Services | DataExchange | Dispatch | Mare = Welcome, Jackie Lockerby | Admin | [} ©\|El | Logout B

ImageTrend Support

& ~“IMAGETREND

EMS SERVICE BRIDGE

Incidents = Modules =

I,

3| IMAGETREND

EMS SERVICE BRIDGE

The Service Bridge is a pre-hospital patient care data collection, analysis and reporting system for EMS data
management. Based on the NEMSIS standard NHTSA V2.2.1 data set, the Service Bridge provides a secure centralized
data repository for all of the EMS Data that your state chooses to collect.

The system offers multiple options for getting the data into the systam. Thera is an online data antry page that looks just
like a run form, data can be imported via one of the standard DataParts or best of all is the EMS Field Bridge, which aliows
for data collection in the field and one click ission to the data repository.

ImageTrend Service Bridge Demo Site

Quick Links:
Service Bridge Captivates:
NHTSA
+  Adding a Run Report
s Adding an Injury Assessment
s Call Info Tab
s History Tab
«  Run Form Overview Reports:
CAD Recondiliation View
Field Bridge Captivates: Fractile Response Times
Ambulance Run Dats Report
+  APGAR Powertool
+  Cardiac Powertool
s Check Validity Support:
s IV Powertool Toll-Free: LEBBAEENEQ@
s Vitals Powertool Phone: 952.459.158568)

Fax: 952.985.567108

The links in the top left will bring you between modules and will display the same options no matter what
the user is doing with the State Bridge. Additional links may be available depending on which modules
you have access to. If you have access to many different modules, some of them may be included under
the More link. Additional options in the top right allow you to edit your profile, search for run reports or
services, access your inbox and log out.

EMS Services Data Exchange Dispatch More = Welcome, Jackie Lockerby Admin n YN - Logout

~IMAGETREND

mageTrend Support

EMS SERVICE BRIDGE Incidents ~ Modules ~

e My Service or EMS Services provides access to service-specific functions to service
administration, individual run (incident) reporting and standard reports.
& HINT: If multiple services are managed through this State Bridge, the tab may say EMS
Services.

o Data Exchange allows administrators to import new information to the system from particular
formats or export data gathered in the system to a supported format.

e Report Writer provides access to standard, search, ad hoc and multi-dimensional reporting
formats.

e Report Writer 2.0 provides access to the new Report Writer for working with standard, search, ad
hoc and multi-dimensional reporting.

e Help provides access to ImageTrend University, allowing you to view and download videos, quick
guides and manuals to learn to best use your applications.

e The username in the top right opens the currently logged-in user’s profile.

e The number icon in the top right opens your inbox. This number changes based on the number of
unread inbox messages you have.

e The Logout link logs the user out of the application.

The tabs allow you to access pages and sections within the module you have selected from the links at
the top of the page. These tabs will change depending on the module you are working within. You can
hover over any tab displaying an arrow to view a list of sections you can open.

& S IMAGETREND

ImageTrend Support

EMS SERVICE BRIDGE Incidents Modules =

Add Run

Run History
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Many users will work primarily with the tabs available in the My Service (or EMS Services) section.

e Home brings you to the home page for your service.

e Incidents opens a drop down menu that allows you to jump to the page to add a new incident or
search run history.

e Modules opens a drop down menu that allows you to open any of the sections available for your
service, such as the Documents, No Runs to Report or Training modules. The modules available
here may differ from those shown in this manual based on the modules that your service uses.

e Staff brings you to the Staff page for this service, with a list of all staff members.

e Setup brings you to the setup options for your service on the system.

To return to the home page for this service at any time, from the top toolbar, click My Service or, if
available, the Home tab.

System administrators can create alerts to be sent to users’ inboxes or displayed on the home page of
the application. Alerts set to display on the application home page will appear in a banner across the top
of the screen. Clicking this banner will take the user to a page with more information, if the administrator
entered additional information.

The logged-in user's name will appear in the upper right corner of the screen. If this link is clicked, the
user’s profile will open for editing. Use the provided fields to enter or change information, and the tabs at
the top of the screen to navigate through the profile.

The Admin Section

" As a state administrator, much of your work and the content in this guide deal with the Admin
section. Settings and changes in the Admin section are applied to every service and region in
your system. Navigation in the Admin section is somewhat different from navigation in a specific
service.

Fire Departments Data Exchange Dispatch More =

& “IMAGETREND

4 RESCUE BRIDGE

)
@ =Site Management "'Z ERun Forms
B8 ysers & security * B Resources

i Users l_?|"?5r5\gnau.4res

+Global Securtty i ~Transiated Signature Text

+Report Writer Security ignature Text

i"Logins & Passwords ignature Language

{"User Login Report B2 Templates & Permissions

FUser Lockout Report JE system Controls
{Jger Performance Report
B
' Settings P - .
| B-Administration Reports
56
Site Resources

23 pata Import & Export

EProduct Settings

© 2011 ImageTrend, Inc.

\
10/21/2011 é’% IMAGETREND INC. www.imagetrend.com




EMS STATE BRIDGE V.5.1 STATE ADMINISTRATOR GUIDE Page |14

All administrative pages and options are grouped underneath two levels of headers for
organization. You can open any section by clicking the Expand icon to the left of the text, or
collapse a section for more space by clicking the Collapse icon.

= |Expand Icon

jgnature Te:

-Signature Text C O I Ia ps e I CO n

E Signature Language

-5 Templates & Permissions

[EI--QE System Controls

If you don’t know exactly where the option you are looking for is, you can type part of the name of
the page in the Search box. As you type, any group containing a page with your entry will open
and pages matching your entry will be highlighted.

@ Field Bridge Matches found: 2

agement B'Run Forms

5%
. Resources

Bty Signatures

=¥ Templates & Permissions

é""}‘-\pplicaticn Setfings E System Controls
é""FieId Bridge Auto Update Setup

"Public Content

E""In5!.;:u:—|::tic:n5=.Au'fc Update Setup - . L i
= Administration Reports
_ E Incident Reports
63 pata Import & Export E@ .

rrors

T+

16 Site Resources

[l

i"Field Bridge Exceptions

----- Fire Inspections Client

{oF #Product Settings
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Once you open a page, all the options will be displayed in the left menu. Sections in the left menu
can also be expanded or collapsed by clicking on the name of that section. If you want to return to
the main Admin page at any time, click Admin in the upper right.

1.5 Record Keeping

The State Bridge system allows administrators to delete most information that has been added to the
system. However, deleting information is strongly discouraged except in the case of test or training
information, as deleted profiles or records can result in finished records becoming incomplete. Once a
record or profile is deleted from the system, all other records or reports containing information from the
deleted profile will also lose the deleted information. For instance, if a staff member’s profile is deleted, all
run reports that the staff member has ever completed will no longer contain that staff member’'s
information.

All profiles and records that may be used in documentation will allow administrators to make the record
inactive, which allows administrators to keep the record from being used within the system but still keeps
the information within the system and allows records to be complete. This option is recommended in
place of deleting any records.

1.6 Login

System users must log in to the State Bridge application online in order to use the system.
1. Using a Web browser, navigate to the URL for the service’s State Bridge system.
The System Login page appears.

—

m SYSTEM LOGIN

Username:
Password:

Submit

CLICK HERE
IF ¥YOU FORGOT YOUR PASSWORD

2. Inthe Username field, type your username.
3. Inthe Password field, type your password.
4. Click Submit or press Enter.

Data Privacy Agreement

Once logged in, all users are required to read and agree to the terms of the Data Privacy
Statement regarding all data related to services, users and patients on the site. Agreeing to the
terms automatically creates a user history and audit trail of site access to comply with HIPAA
requirements.

\
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| agree to the following Data Privacy Statement.

m »

Beta Product End-User Non-Disclosure Agreement

IMAGETREND, INC
1. SERIAL AGREEMENT FOR UNRELEASED PRODUCTS

This Serial Agreement for Unreleased Products (the"Agreement") is entered into by ImageTrend (as
defined below) and the individual or organization indicated below (the"Recipient”). ImageTrend and

Recipient agree as follows:
4 1 b

Security Questions

If the security question option is enabled, users will need to complete a security question before
being able to access the State Bridge. These questions will be answered the first time the user
logs in to the application and those answers will be required for any further logins in the future.

1.7 Selecting an Agency

When you initially log in, you will be brought to the Home tab for the your default agency or (if you have
no default agency) that last agency that you viewed. If you intend to view or work with information for a
specific agency, you will need to select the correct agency. You can do this by searching using the
agency name or browsing through the list of agencies you have access to.

Searching for an Agency

" You can search for the agency that you want to open if you know its name in the system.

1. From the upper right, click the Search icon.

Welcome, ImageTrend Admin Admin . B Logout

ImageTrend Fire Dept (DO NOT CHANGE)

The Search text box appears.
Welcome, ImageTrend Admin Admin EU E Logout

2. Type the name of the agency (or part of the name) in the text box.

3. Click Go.
The Service Search Results window appears, with a list of all services matching your

\
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search terms.

Service Search Results

Region AL v @ mace

[atme Redion City State
ImageTrend Fire Dept (DO MNOT CHARGE] Demo Redion Lakeville hir

E Close

4. Click the name of the service.
The Home tab for that service appears.

Browsing for an Agency
" You can look through a list of agencies that you have access to, which will be sorted by region.

1. From the upper right, click the name of the currently displayed service.
PN - |

Logout

The Select a Service window appears.

Region:  Demo Region - @ Enter Sewvice Name
Mame Region City State:
Apple Yalley Training Demao Region hdk
Bennett Fire Demao Region Bennett co
Carlzon Fire and Rescue Demao Region Apple Yalley fll
Demo Fire Department Cemo Region Lakeville Tk £
Duiluth Fire Department Cemo Region Dwaluth Tkl
Eagan Fire Department Cemo Region Eagan Tk
Filla Fire Cemo Region
Hiley Fire Cemo Region Lakeville Tk
ImageTrend Fire Dept (DO NOT CHAMGE) Cema Region Lakeville Tk
Lexingtan Fire (Kaphingst) Dema Redgion Lexingtan A
Mebrazka Demo Demo Redion Linzoln ME
Mikiski Fire Department Demo Redgion AR
Morfalk Demo Redion [yl i

[%] Close
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2. As needed, from the Region drop down menu in the upper left, select the region
containing the agency you want to view.

3. Click the name of the service.
The Home tab for that service is displayed.

10721/2011 Y2 IMAGETREND e
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CHAPTER 2

COMMUNICATING USING THE STATE BRIDGE
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2.1 Chapter Overview

The State Bridge provides several ways to communicate with both people within the service and from the
public. This chapter explains how to send and receive messages using the State Bridge inbox and how to
post messages on the home page of the State Bridge for system users.

2.2 Working with Messages

The Inbox can be used in the same way as an email inbox, to send, receive or store messages from other
system users.

Viewing Messages in the Inbox

The inbox is how users obtain, respond and write messages pertaining to specific incidents or to
communicate with other members of the service, medical direction or other system users.
Message status is maintained within the system to verify when messages are sent, replied to and
read. Messages can be stored in the inbox for later reference. When unread messages are
present in the inbox, a notification will appear in the top right.

1. From the top toolbar, in the upper right, click the number icon.
Welcome, Jackie Lockerby Admin n N - Logout

“nageTrend Support

The Inbox page appears.

& NOTE: If you have unread messages in your inbox, this number will be displayed in
red and will reflect the number of unread messages.

Select an action for checked messages: -

(1 Unread, 4 Records: 15~  View: All *  Message Type: All *  Search:

Stored)
[ Follow-Up Subject Message Type Originator Posted Date  Views Replies
[ "-JIY B | etst Follow Up ImageTrend Admin 02/12/09 05:08 PM 2 a
| = = Research ImageTrend Admin 02/12/08 05:08 PM 1 [

0 = B3 | scheduled review Skills Review Jadkie Lodkerby 02/08/09 10:12 AM 1 0

[l ’55' EI Furth lidation decumentation Protocol Deviation Jadkie Lodkerby 02/09/09 10:11 AM 1 0

[ = B0 | Testing messages Documentstieon Jadkie Lodkerby 02/02/08 10:12 AM 4 1
=

2. To view read messages, unread messages or both, from the View drop down menu,
select the desired type of messages to display in the inbox.

3. To view a different number of records per page, from the Records drop down list, select
the desired number of records.

4. To go directly to a page of records, from the Go to Page section at the bottom left, click
the desired page number.

5. To view a particular note, click the linked subject text or the corresponding folder icon

\
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The appropriate note appears.

E"]Y Message Type: Skills Review
(=1 Scheduled review - Jackie Lockerby - 02/09/02 10:12 AM

Sent to: External E-mail Address: Read Replied

Cassy, Golburg cgolburg@imagetrend. com & 02/09/2009 10:12 AM m]

Jackie, Lockerby jlockerby@imagetrend.com =g a
Jackie Lockerby Scheduled review - 02/09/09 10:12 AM

jlodkerby@imagetrend.com

Your review is scheduled for Monday, February 16 at 10 a.m.

Bac B

6. To view a PDF file of the report to which this note pertains, from the Associated Run

Report Options section, click View PDF B view
7. To view the online form of the report to which this note pertains, from the Associated Run

Report Options section, click View Run Form |. (View Run Form |

8. To return to the list of messages, click List of Message El .

' Replying to Messages in the Inbox
" To share additional information with the sender of a note, users can use the inbox to reply to
notes that they have received.

1. Open the note to which you want to reply.

& NOTE: For more information about viewing notes, please refer to the above Viewing
Notes in the Inbox section.

2. From the bottom of the page, click Reply This Message .
3. Inthe Message text field, type all desired text for the note.
4. To send the note, click Submit.

To clear all text in the note, click Reset.

To return to the original note without saving any changes, click <<Back.

Sending New Messages

Users can send new notes to other system users.

1. From the top toolbar, in the upper right, click the number icon.
Welcome, Jackie Lockerby Admin n N - Logout

)

eTrend Su

The Inbox page appears.
& NOTE: If you have unread messages in your inbox, this number will be displayed in
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red and will reflect the number of unread messages.
Select an action for checked messages: -
(1 Unread, 4 Records: 15 ~  View: Al *  Message Type: All ~  Search:
Stored)
Follow-Up Subject Message Type Originator Posted Date  Views Replies
= £ Jetst Follow Up ImageTrend Admin 02/12/09 D5:08 FM 2 0
= i Research ImageTrend Admin 02/12/09 D:08 PM 1 0
£ =] Skills Review Jadkie Lockerby 02/09/0% 10:12 AM 1 0
=i (3 | Further validation documentation Protocal Deviation Jakie L 02/08/08 10:11 AM 1 0
= B3 | Testing messages Documentstion Jackie Lockerby 0203/08 10:12 AM 4 1
Ey

2. From below the list of messages, click New Message

Please write your message here
Date 03/24/2009 01:22 PM

From: Jackie Lockerby

Message Type: Documentation -

Subject
Message
Notlf_'l Send an email in addition to the Inbox, if available.
Serwice Staff:

Admin, Service - "
Anderson, Bryan -

Golburg, Cassy -

Hiley, Amanda -

Hokana, Kaitlyn -

Hollensteiner, Steven -

Jones, Chris -

Jordan, Melissa -

{PC} = Indicates Primary Contact

{MD} = Indicates Medical Director

m

ook w

From the Message Type drop down menu, select the desired category for this message.
In the Subject text box, type a title for the note.
In the Message text field, type the note.

In the Notify scroll box, select the names of all staff to receive the note.

= HINT: To select more than one person, press and hold Ctrl while clicking each name.
7. When finished, to send the note, click Submit.

To clear

all text of the note, click Reset.

To return to the list of received notes, click <<Back.

§Flagging M

essages for Follow Up

" You can flag messages to remind yourself to follow up, if needed. Messages with white flags are
not flagged for follow up; messages with red flags are.

10/21/2011
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1. From the top toolbar, in the upper right, click the number icon.

Welcome, Jackie Lockerby Admin n N - Logout

The Inbox page appears.

& NOTE: If you have unread messages in your inbox, this number will be displayed in
red and will reflect the number of unread messages.

Select an action for checked messages: -

(1 Unread, 4 Records: 15 v  View: All v  Message Type: Al v  Search:

Stored)
O Follow-Up Subject Message Type Onginator Posted Date  Views Replies
[ E"ﬂ B3 etst Follow Up ImageTrend Admin 02/12/08 05:08 FM z L]

[ = B3 e Research ImageTrend Admin 02/12/08 05:08 PM 1 [
(] 55' EI Scheduled review Skills Review Jadkie Lodkerby 02/08/08 10:12 AM 1 0
[l &j (£ | Further vslidation documentstion Tl EseT Jsckie Lockerby 02/05/09 10:11 AM 1 0
] =] B9 | Testing messages Documentstien Jadiie Lodverby 02/02/08 10:12 AM 4 1

2. To flag a single message, in the Follow-Up column, click the Flag icon for the
message you want to flag.
3. To flag multiple messages,
a. Select the checkbox for each message to flag.
b. From the Select an action for checked messages drop down menu, select Flag
for Follow Up.

4. To clear a flag on a single message, in the Follow-Up column, click a red Flag icon
for the message to be de-flagged.
5. To clear a flag on multiple messages,
a. Select the checkbox for each message for which to clear the flag.
b. From the Select an action for checked messages drop down menu, select Clear
Flag.

Deleting Messages

| System users can delete messages that they no longer need from their inbox. You can delete
single or multiple messages.

1. From the top toolbar, in the upper right, click the number icon.

Welcome, Jackie Lockerby = Admin ] "\ EI  Logout

The Inbox page appears.
& NOTE: If you have unread messages in your inbox, this number will be displayed in
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red and will reflect the number of unread messages.

Select an action for checked messages: -
(1 Unread, 4 Records: 15 ~  View: Al *  Message Type: All ~  Search:
Stored)
Follow-Up Subject Message Type Originator Posted Date  Views Replies
= £ Jetst Fallow Up ImageTrend Admin 02/12/08 05:06 PM 2 ]
= i Research ImageTrand Admin 02/12/08 D5:08 PM 1 ]
£ £a Skills Review Jadkie Lodkerby 02/05/08 10:12 AM 1 ]
= 3 | Fusther validation documentation Protacal Deviation Jackie L 02/09/09 10:11 AM 1 0
= B3 | Testing messages Documentaticn Jackie Lockerby 02/03/09 10:12 AM 4 1

2. To delete a single message,

a. For the appropriate message, click the Delete icon .
A confirmation page appears.

b. To delete the message, click Yes.
To save the message, click No.

3. To delete multiple messages,

a. For the desired messages, select the checkboxes.

b. From the Select an action for checked messages drop down menu, select Delete
Checked.

\
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CHAPTER 3

WORKING WITH SYSTEM ACCESS
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3.1 Chapter Overview

Using the Account Management section of the Administration page, system administrators can work with
~ user profiles, permission groups and login requirements.

3.2 Working with System Users

System administrators can add, edit, view or delete users’ profiles. This includes the ability to set up a
user’s level of access to the system and to the pages for individual hospitals or facilities. All user profiles
that are in the system will be displayed here, whether they were created in the Admin section or from a
service.

1. From the top right, click Admin.

2. Under Site Management, click Users & Security.
A sub-menu appears.

3. Under Users and Security, click Users.
The Add/Edit Users page appears.

Setup > Account Management > Add/Edit Users
Last Name: Lic #: Clear
Filter By: _select a Permission Group- + - Selecta Status- v - Selecta Level-

First Name Last Name Permissions Group Associations Active Actions

- ImageTrend Admin Administrative Level 1 (g |
82 Fire Admin Imagetrend Fire Department  Rescue Service Administrator 7 [&E [ @

s Fire Admin Adams Vol Rescue Service Administrator g E] D ‘-,T

= Fire Admin Eagan Fire Department Administrative Level 1 = E] D e.?._

= Fire Admin Duluth Fire Department Rescue Service Administrator = [&E L @

= Maine Admin Maine Linkage (Do NotUse)  Rescue Senice Administrator = (&5 @
G- James Admin Imagetrend Fire Department  Administrative Level 1 g E] D &T
8. Inspector Admin Mercy Regional Hospital Fire Inspectors = E] |.:| &-_
G- Locations  Admin WMercy Regional Hospital Locations Owner Only 2 &L @
82 Occupants  Admin Mercy Regional Hospital Occupants Owner Only = (& ‘HT
G- Fire’ Quinn  Admin’ Quinn Imagetrend Fire Department  Administrative Level 1 g E] D &T
82 Bryan Andersen Imagetrend Fire Department = E] |.:| @
8= Bryan Anderson Imagetrend Fire Department  Fire Inspectors 2 [&E L @
82 Bryan Anderson Richfield Rescue Service Administrator g E] D ‘-,T
- Ryan Armeson Hiner EMS Rescue Service Provider g E] [ &,;-T
8- Bryan BErmhart Imagetrend Fire Department  Administrative Level 1 o [&& @
8- bryan bernhart2 0O [SF L] @
82 bryan bernhart2 0o & D&T
8. BLVD 0 RELS
82 BLVD o0 SEES
82 Teri Bowar Apple Valley Rescue Senvice Administrator = (& L @
8= Bill Brasky Red Wing Fire Department Rescue Service Administrator =4 E] D &T
8- Hospital Buffalo Hospital User g E] |.:| @
8. George Bush Burnsville Fire Inspectors = [&FEES
5. Taylor Camelone Rescue Service Administrator P eEde

Records 1-25 of 143 MNext
GotoPage:1..22345 .6
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Adding New User Profiles

User profiles that are created in the Admin section will not be available from any service for use in
run forms or as a staff member. Staff profiles created here are generally for system
administrators, medical directors or others who need access to the information of specific
services, but are not involved in the day-to-day operations of that service.

& HINT: To create a staff profile that will be available from a service as a staff member and be

available on run forms, add that staff member through the service. For more information on how
to do this, please refer to the Service Administrator Guide.

1. From the Add/Edit Users page, click Add User.

Demographics | Permissions

First Name * Middle Name

Last Name *
Street Address
City State Minnesota -
Postal Code
Home Phone Cell Phone
Work Phone Pager
E-mail

Add to "QA/QI Notes' Send B
List

Upload Picture

Remove Current Picture [~

G —————

* Required Fields

2. Inthe Name and Contact Information sections, enter the basic information about this
system user.
3. To upload a picture of the user to the system, in the Picture section,
a. Click Browse...
b. Navigate to and select the desired picture.
c. Click Open.
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Click OK.
The Certifications tab opens.
Setup > Account Management >_Lockerby, Jackie
Demographics | Certifications Permissions
National Reqistry Click Here to Edit National Registry Certification Info
Credentialed
Certification 1D Certification Date Expiration Date View Log
State Click Here to Edit State Certification Info
Primary Certification ID 7 Certification Date Expiration Date View Log
Certification Level | EMT-Paramedic 2
Initial Certification Date (7}
Agency Click Here to Edit Agency Certification Info
Same As Above
Certification Level | EMT-Paramedic 2 @ certification Date Expiration Date View Log
Primary Role | Frimary Patient Caregiver
Additional EMS Certifications
No EMS Certification Info Added
Certification Level - ViewLog Active  Yes ¥
Certification I3 Certification Date Expiration Date View Log
* Required Fields

To edit or add information about a national certification, state certification or agency-
specific certification,

a. Inthe desired section, click Click Here to Edit (Type) Registry Certification Info.
b. Using the provided fields, enter or change any desired information.
& NOTE: This section must be completed in order for users to appear as
providers on the run form. This information is not required for non-responders
(e.g., ambulance directors or billing officers).

OPTIONAL: To add an additional EMS certification,

a. Inthe Additional EMS Certifications section, from the Certification Level drop
down menu, select the certification to record.

b. From the Active drop down menu, select whether this staff member currently has
this certification.

= HINT: If you are recording a certification in the past, even if this staff member
has renewed the certification, the past certification will be inactive. When you
create a record for the current certification, that record will be active.

In the Certification ID text box, type the certification ID number.

In the Certification Date section, type the data that the certification was received.
In the Expiration Date section, type the date that the certification will expire.
When finished, click Save EMS Certification.

=000
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7. When finished adding all certifications, click OK.
The Permissions tab is opened.
Demographics |

Login Information

User ID

Permissions |

Password (7]
Verify
Permission Group Rescue Service - NFIRS Onby -

User Permissions | View Permissions |

Reset User Password [ | @

Account 5tatus

Current Status @ Active () Inactive (NOTE: Only system administrators can reactivate staff)
Content Rights View Content Rights |
Scheduled Exports View Settings
User Defined Exports View Settings
Allow User Defined Exports [~
User Associations | View Associations |

* Required Fields

8. Inthe Login Information section, enter a username and password for the system user.

& NOTE: Be sure to send this information to the user. Users will be prompted to change
their password upon their first login for security.

9. From the Login Information section, in the Permission Group drop down menu, select the
group with the level of access that this user should have.
= HINT: To view the permission groups, under Site Management and Users & Security,
click Global Security. This will display a list of permission groups for which administrators
can view the individual rights and permissions assigned.

10. To view additional security settings related to the user’s ability to view EMS run forms,
click View Permissions.

View My Runs Only
Gives the user access to past run reports submitted only from his or her
account.

Runs Forms
Determines the level of access the user will have to run forms that they are
allows to access. If the user is denied access to specific run forms (e.qg., if
they are allowed to view run forms only they have submitted or only within a
certain time frame), that will take priority over the level of access given here.

Ability to Lock Runs
Determines whether this user will have the authority to prevent changes from
being made to run forms after they are submitted.

Ability to Change Run Status
Determines whether this user will have the authority to change the status
assigned to a run form (e.g., in progress, reviewed, billed).

View Patient Identifiable Information
Determines whether this user will be allowed to view patient identifiable
information on run forms.
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View ‘All’ QA/QI Notes
Determines whether the user will be able to work with all QA/QI notes
submitted through the system or only with which he or she was associated.

Ability to switch run form template
Determines whether this user will be able to change run form templates after
a run form is started.

Ability to Lock Trainings
Determines whether this user will be able to lock training records and prevent
them from being edited.

Restrict Based on Date
Allows the user to view run forms submitted in only the specified time frame.

11. To force the user to reset his or her password, select the Reset User Password
checkbox.

& NOTE: If users are not required to change their passwords periodically in the Account
Access Control section, this option will not work. For more information, please refer to the
Working with Permission Groups section.

12. In the Account Status section, select whether this profile should currently be active (i.e.,
useable) within the system.

13. To view individual system elements to which the user has access, click View Content
Rights.

14. To view exports that have been set up for this user, in the Scheduled Exports or User
Defined Exports section, click View Settings.

15. To select information which should be restricted for exports or to restrict this user to a
particular city for runs and reports,

\
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16.

17.

18.

19.

a. Inthe User Defined Exports section, click View Settings.

The Data Export page appears.

@ Yes ) No

) Yes @ Ho @

State: Minnesota ||

Region:

Service:

County:

City:

Minnesota

Banderson EMS -
DoD Hospital [=i
Fitch EMS

Hiley Hospital

HMR {(Hiner Medical Response) =

Adams -

Alexander [E]
Bond

Boone

Brown i

Patient Specific Information
Data Access Rights

Abingdon

Abington (Township of)
Adams (County)
Adams (Township of)
Addieville

Addison

Addigon (Township of)
Adeline

Albers

-

Restrict Runs and Reports Access Based on City?

b. To allow this user access to patient specific data for exports, in the Patient
Specific information section, select Yes.

c. To select location information to which this user has access for exports, in the
State, Region, Service, County and City scroll lists, select the locations to which
this user should have access.

d. To prevent this user from working with runs and reports from cities other than
those selected, in the Restrict Runs and Reports Access Based on City section,

select Yes.

e. When finished, click Save.
To allow a user to initiate data exports of his or her collected data without the
administrator’s assistance, in the Allows User Defined Exports section, select the Allow
User Defined Exports checkbox.

& HINT: If this option is not selected, the user’s information will only be exported
through data transfers scheduled by the administrator.
To view any user associations (i.e., if two accounts for separate facilities are maintained
with a single set of login information for one user), click View Associations.

If security questions are enabled in this system, to force this user to reset the answers to

those questions, select the Reset All Security Answers checkbox.

& NOTE: When editing your own profile, a list of your questions and answers will appear

in this section for editing.

To save this record in the system, click OK.
To close the record without saving, click Back to Staff List.
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Viewing and Editing Existing Profiles

System administrators can view and edit profiles for existing users. A user’s profile contains a
basic profile with contact information as well as sections defining their rights and permission
levels for the system and access to hospitals.

1. From the Add/Edit Users page, navigate to name of the user whose profile you would like
to view.

& HINTS: To view a list of profiles from a particular permission group, in the Filter by
Permission Group drop down menu, select the desired group.
To search for a particular user by their last name, type the name in the Last Name text
box and click Find.
To view another page of records, click the Next or Previous buttons to navigate to a new
page.

2. To view the user’s basic profile, click their name.

3. To edit the profile, click Edit.

4. Click a tab to work with the fields in that tab.

& NOTE: The tabs displayed in this profile are the same as the tabs displayed in the
user profile accessed from the My Service tab, although additional tabs are available
through the user profile accessed from the My Service tab.

5. Using the provided fields, change or add any desired information.

6. To save any changes, click OK.
To return to the staff profile without saving changes, click Back to Staff List.

Removing User Profiles

The system administrator can remove user profiles from the system.

~ WARNING: This option should be used with caution, as removing a user profile with from
the system will remove the user’s information from all other records with which he or she is
associated. For instance, if the user has completed run forms, the system will no longer recognize
the user who created the run form and so the run report will be incomplete. In order to prevent a
user from accessing the system without removing the profile and its information, the profile can
be marked inactive in the Account Status section.

To remove a user profile:

1. From the Add/Edit Users page, navigate to and click the name of the user profile to
delete.

2. Click Delete.

3. Inthe confirmation dialog box, click Yes.
The record is removed from the system.

Assigning Service Rights

Before a user can use the State Bridge, he or she will need to be assigned to at least one service.
This will allow the user to access information about that service, but the user will still not be
included as a staff member for the service.

\
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1. From the Add/Edit Users page, for the desired user, click the Set Service Rights icon El
The View Rights window appears, with the access rights the user currently has displayed.

Rights for Joe Graw
View Current Rights
Current User Rights
Remove Region Sernvice

* Testing Services
i ImageTrend Testing Service

a. From the drop down menu, select the appropriate option to assign rights and click
Submit.

b. If Give Additional Rights is selected, from the Regions drop down menu, select the region
containing the desired service(s).
The Service scroll list appears.

c. From the Service scroll list, select the desired service(s).

= HINT: To select multiple services, press and hold Ctrl while selecting each service.
d. Click Add.
e. Toremove any rights, from the list of current rights, click the corresponding Remove icon

f. When finished, click Close.

Assigning Additional Permissions

* Administrators can set up the amount of access that users will have to run form data.

1. Click the corresponding Permissions icon.
The Permissions window appears.
Permissions for Jackie Lockerby
Additional Permissions
@ View 'My’ Runs Only: Yes @ No
@ Runs Forms: @ Hidden © View © Edit © Add @ Delste
@ Ability to Lock Runs: @ Yes © No
@ Ability to Change Run Status: Yes @ No
@ View Patient Identifiable Information: @ Yes MNa

@ Restrict Based on Date: Last Days OR Range:

2. Using the provided fields, select the desired access options.

View My Runs Only
Gives the user access to past run reports with which he or she is associated.

Runs Forms
Determines the level of access the user will have to run forms. If the user is
denied access to specific run forms (e.g., if they are allowed to view run
forms only they have submitted or only within a certain time frame), that will
take priority over the level of access given here.
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Ability to Lock Runs
Determines whether this user will have the authority to prevent changes from
being made to run forms after they are submitted.

Ability to Change Run Status
Determines whether this user will have the authority to change the status
assigned to a run form (e.g., in progress, reviewed, billed).

View Patient Identifiable Information
This option determines whether this user will be allowed to view patient
identifiable information on run forms.

View “All” QA/QI Notes
Determines whether this used has the ability to view all QA/QI notes in the
system or only the ones pertaining to runs he or she is listed as a staff
member on.

Ability to Switch Run Form Template
This option determines whether the user can change the template used for a
run form that has already been started.

Ability to Lock Trainings
Determines whether this user has the ability to lock trainings to prevent
editing.

Restrict Based on Date
Allows the user to view run forms submitted only in the specified time frame.

3. When finished, to save the changes, click Submit.

Setting Up Associations for User Profiles

As an administrator, you have the ability to set up user profiles for any staff members who will
need to log in to the system and fill out run forms. If some of your users are involved in several
different services or teams that keep their records separate on the State Bridge (e.g., a staff
member who is a part of two different services in neighboring cities), that staff member will have
separate user profiles for each service or team. Due to this, that user will often have several
usernames and passwords to coordinate.

Setting up an association allows you to link multiple user profiles that a single user might have so
that user only needs to remember one username and password. Then, when that user logs in, he
or she can select which service or team he or she is currently working with. In this way, the user
only needs to remember one set of login information, but all information is kept with the correct
service or team’s records.

When you set up an association, you will need to link two user profiles for a single staff member.
When doing this, you will need to decide which service or team should be that staff member’s
primary service. When that staff member logs in, he or she will be brought into that service in the
State Bridge by default.

1. Add a user profile for the staff member for that staff member’s primary service.
& HINT: For additional information, please refer to the Service Administrator Guide.
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Add a user profile for the staff member for the additional service without entering a
username and password.

& HINTS:
For additional information, please refer to the Service Administrator Guide.

Each profile can have different permission groups, which will allow that user to have
different levels of access to each service.
Make sure that both profiles have a personnel ID assigned to this user in the Employment
tab of the profile.

To work with system users, from the upper right, click Admin.

Under Site Management, click Users & Security.
A sub-menu appears.
Under Users & Security, click Users.
The Add/Edit Users page appears.

Records 1-25 of 143
GotoPage:1...2345..6

Setup > Account Management > Add/Edit Users

Last Name: Lic #: Llear

Filter BY: _Select a Permission Group- v - Selecta Status- + - Selecta Level- -

First Name Last Name Permissions Group Active Actions
S~ ImageTrend Admin Administrative Level 1 (g |E| EE N |
8 Fire Admin Imagetrend Fire Department  Rescug Senvice Administrator g |E| [ ] ‘-?-_
& Fire Admin Adams Vol Rescue Service Administrator 7 RELS
& Fire Admin Eagan Fire Department Administrative Level 1 g |E| (B8] ‘-?-7
8- Fire Admin Duluth Fire Department Rescue Senvice Administrator g |E| L: ‘vT
8- Maine Admin Maine Linkage (Do NotUse)  Rescue Service Administrator = [&lE D &?
G- James Admin Imagetrend Fire Department  Administrative Level 1 =2 [&E L ‘f
8- Inspector Admin Mercy Regional Hospital Fire Inspectors & |E| |:.| ‘-‘:
G- Locations Admin Mercy Regional Hospital Locations Owner Only o |E| I.:I ‘-?-_
&- Occupants  Admin Mercy Regional Hospital Occupants Owner Only 2 [&lE 3 *f
S~ Fire’ Quinn  Admin’ Quinn Imagetrend Fire Department  Administrative Level 1 g |E| |;| ‘-?-7
8- Bryan Andersen Imagetrend Fire Department 8 |E| L: ‘vT
8- Bryan Anderson Imagetrend Fire Department  Fire Inspectors = [SlE L] &?
G- Bryan Anderson Richfield Rescue Senice Administrator 2 [SE ‘f
&= Ryan Arneson Hiner EMS Rescue Senvice Provider & |E| L ‘-‘:
8= Bryan BErnhart Imagetrend Fire Department  Administrative Level 1 m] |E| I.:I ‘-?-_
4. bryan bernhar2 O [&lE I.:Iﬂf
&= bryan bernhart2 O |E| D&:
8 BLVD 0 SEOS
8 BLVD 0 REES
G- Teri Bowar Apple Valley Rescue Senice Administrator 2 [&IE L] ‘f
82 Bil Brasky Red Wing Fire Department Rescue Senvice Administrator =g |E| L: ‘-‘:
G- Hospital Buffalo Hospital User &
8. George Bush Burnsville Fire Inspectors =g
S Taylor Camelone Rescue Senvice Administrator g

Using the search fields, locate the user profile you created for the primary service.
Click the linked first name for the user profile.
The Demographics page of the user profile appears.
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8.

9.

10.
11.
12.

13.
14.

15.

16.
17.

Select the Permissions tab.
The Permissions page appears.

Demographics | Certifications | Pernmissions

User D  JDillard
Password sssssss (7}
VErfy sssssse
Permission Group  Justin Conference @
User Permissions

Reset User Password || @

Current Status @ Active () Inactive (NOTE: Only system administrators can reactivate staff)
‘Content Rights View Content Rights
Scheduled Exports. View Settings
User Defined Exports View Settings
Allow User Defined Exports [

User psocitons

Field Bridge Permissions

Administer Users and Service Info @
[7] Edit Resources @

SendReceive @

Post @

D Administer Posting and Folders (7}

Synchronize Staff Record

¥'es, Synchronize this User to Field Bridge

* Required Fields

In the Account Status section, in the User Associations section, click View Associations.
The Associations for (User’s Name) window appears.

Associations for * Dillard, Justin

Service Name:

Last Name:

First Name:

Using the Service Name, Last Name and First Name fields, enter information about the
secondary user profile.

Click Find.

A list of all user profiles matching your criteria appears.

Locate the profile you want to associate.

Select the checkbox for the desired profile.

From the bottom of the page, click Add Associations.

The association is added and the second profile is listed at the top of the window.

Associations for Somners, Nathaniel

Somners Nathaniel Norfolk Rescue Service - NFIRS Only Active

When finished, click OK.

The association is saved.

Close the Associations for (User Name) window.
In the Permissions tab of the user profile, click OK.
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3.3 Working with Permission Groups

Permission groups control user access to the State Bridge system. System administrators can configure
existing permission groups to allow their users the optimal level of access, allowing them to perform
necessary tasks while not providing them with extra features that may confuse them. System
administrators can also create new permission groups.

1.
2.

3.

From the upper right, click Admin.

Under Site Management, click Users & Security.
A sub-menu appears.

Under Users & Security, click Global Security.
The Add/Edit Groups page appears.

Hierarchy Group Name Description Permissions
1 - Administrative Level 1 This is the highest level of access and clearance. This level of access should have full permission
to all aspects ofthe Service Bridge.
2 ¥ Rescue Service Administrator  This person will be given the root access to the rescue service they are responsible for. They
should have full rights and permissions to access and edit any data used or collected by their
individua
3 - Rescue Service Provider This is the end user or main person completing a run forms. This person should have the ability to
edit their own personal data and runs they completed but not others.

Creating New Permission Groups

| System administrators can create additional permission groups to better manage access to the

State Bridge system.

1. From the Add/Edit Groups page, click Add Group.
The Permission Groups page appears.

Group Name

Group Description -

Reset Password Every 0 Days.
Default Permission Group [ |
Report Writer Group ~ Select A Permission Group

2. Inthe Group Name and Group Description text boxes, type an identifying name and
description for the group.

3. Inthe Reset Password Every text box, type the maximum number of days before
members of this group will be required to change their passwords.
& NOTE: Typing a number other than zero here also allows administrators to reset a
user’s password from their profile.

4. OPTIONAL: To set this as the default permission group that will be automatically
selected for new user profiles in the system, select the Default Permission Group
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checkbox.

& HINT: Only one permission group can be the default permission group.

5. To associate a Report Writer permission group with this group, from the Report Writer
Group drop down menu, select the desired permission group.

6. When finished, to save the new group in the system, click OK.
The new group is created and given the default level of access to the system.

7. From the Add/Edit Groups page, click the View Permissions icon corresponding to
the new group.
The Security Groups Permission page appears.

Security Objects Permissions
System Administrator Group
i I DX
‘3 EMS Services O @
‘3 Inbox ® ®
‘3 Dispatch [
‘A Hospital Run History & @
- Hospital Run Linking & @06 66
‘A CertDashboard o @
‘A pashboard & @
‘2 Data Exchange o @
‘A Help ® ®
‘A Knowledgebase O @
‘A Report Writer ® @
L Multi-Dimensional Reporting O 6 00 0@
S Ammstaton e
L Account Management o @
L system Users & @
L Global Security Settings o @
L Application Access Control o @
L site Properties e @
L Report Writer Setup @ @

8. Inthe Group Permission window, select the desired levels of access to all features for
this group.
& NOTES:
You have the ability to provide and restrict access to each aspect of the Administration
tab.
To apply a permission level across all levels of the Administration tab, select a level in the
Administration row.
When different permission levels are applied in the Administration for and the subsequent
rows, the lower level of permission will always be applied.

) Invisible: The group will not be allowed to view the page.

. Read: The page will be viewable but in a Read-Only format. No changes will
be allowed to be made when this option is checked.
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10.

11.

Change: This option gives the group the ability to change the layout as well
the content of the page.

@ Add: The group will have the ability to add pages under the current page.
Delete: The Delete option allows the group to delete the current page.

E Owner: The Owner contains all the same rights as the above plus some
additional ones when workflow is installed.

Click Save.
From the Add/Edit Groups page, click the View Rights icon corresponding to the new

Using the provided fields, select the level of access to run form data that users in this
group will possess.

View My Runs Only
Gives the user access to past run reports with which he or she is associated.

Runs Forms
Determines the level of access the user will have to run forms. If the user is
denied access to specific run forms (e.g., if they are allowed to view run
forms only they have submitted or only within a certain time frame), that will
take priority over the level of access given here.

Ability to Lock Runs
Determines whether this user will have the authority to prevent changes from
being made to run forms after they are submitted.

Ability to Change Run Status
Determines whether this user will have the authority to change the status
assigned to a run form (e.g., in progress, reviewed, billed).

View Patient Identifiable Information
This option determines whether this user will be allowed to view patient
identifiable information on run forms.

View “All” QA/QI Notes
Determines whether this used has the ability to view all QA/QI notes in the
system or only the ones pertaining to runs he or she is listed as a staff
member on.

Ability to Switch Run Form Template
This option determines whether the user can change the template used for a
run form that has already been started.

Ability to Lock Trainings
Determines whether this user has the ability to lock trainings to prevent
editing.

Restrict Based on Date
Allows the user to view run forms submitted only in the specified time frame.

Restrict
The Restrict checkbox for each option allows you to prevent this user from
giving any other user a higher level of permissions than he or she has. For
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instance, a service administrator without Delete rights would be unable to
grant any providers in his or her service with Delete rights.

12. Click Submit.

13. Using the Hierarchy drop down menus, select the number corresponding to this group’s
position in the list (smaller numbers higher on the list) and renumber the remaining
groups to complete the list order.

& HINT: When you set up hierarchy, people will only be able to assign other users to
permission groups with a hierarchy level that is the same or lower than the group they are
included in. For example, a service administrator (level 3) would not be able to set up a
system administrator (level 1).

14. Click Update.

Viewing Permission Group Settings

" Each permission group has settings for the individual access rights and levels of access that its
users have.

1. To view a summary of the group and any description that has been created about it, from
the Add/Edit Groups page, click the group’s name.

Group Name

Group Description

Reset Password Every
Default Permission Group

Report Writer Group

Rescue Service Administrator

This person will be given the root access to the rescue service they are responsible for,. =
They should have full rightz and permiszions to access and edit any data used or
collected by their individual service.

60 Days.
[
Report Writer User -
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2. To view the group’s access to each feature of the system, click the corresponding View

Permissions icon .

Security Objects Permissions
State Fire Marshals Group

NE S RN

‘A Fire Departments ® @
‘3 Inbox ® @
‘2 Dispatch ® @
‘3 CE Dashboard @

‘2 Data Exchange ® @
‘A Help ® @
‘A Knowledgebase ® @
‘A Report Writer ® @

L Multi-Dimensional Reporting 5 e 6 0 6@

L Account Management (@)
L gystem Users ® @
L Global Security Settings & @
L Application Access Control o @

3. To view the group’s access to particular key information from run forms, click the

corresponding View Rights icon .

Default Group Permissions
State Fire Marshals Group

@ View My RunsOnly: ©Yes @MNo  []Restrict
@ Runs Forms: ' Hidden © View O Edit © Add @ Delete [[] Restrict
@ Ability to Lock Runs: @ Yes © Mo  [[]Restrict
@ Ability to Change Run Status: @ Yes © No [[] Restrict
@ View Patient Identifiable Information: @ Yes ) No [C] Restrict
@ View "AIl' QAJQI Notes: ) Yes @ No [[] Restrict
@ Ability to switch run form template: © Yes @ No [C] Restrict
@ Restrict Based on Date: | ast Days OR Range:
Reset Users Rights? ) Yes @ No

[Note: Choosing yes will reset the permissicns for all users under this permission group.}

[ Restrict

Editing Permission Setup

" The system administrator can adjust the name, description and levels of access that a particular

permission group has.

1. To edit the name, description or password reset requirements for a group,
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a. From the Add/Edit Groups page, click the name of the desired group.
The Permission Groups page appears.

Group Name Rescue Service Administrator

Group Description  Thjg person will be given the root access to the rescue service they are responsible for. =
They should have full rightz and permiszions to access and edit any data used or
collected by their individual service.

Reset Password Every 50 Days.
Default Permission Group ||
Report Writer Group  Report Writer User -

b. Inthe Permission Groups table, change the nhame, description, or frequency that
users within the group will be required to change their passwords, as desired.
c. When finished, to keep the changes, click OK.
2. To edit the access this permission group has to each feature of the system,
a. From the Add/Edit Groups page, click the corresponding View Permissions icon

b. Using the provided permissions grid, change the levels of access to all desired
features for this group.

) Invisible: The group will not be allowed to view the page.
. Read: The page will be viewable but in a Read-Only format. No
changes will be allowed to be made when this option is checked.

. Change: This option gives the group the ability to change the layout
as well the content of the page.

. @ Add: The group will have the ability to add pages under the current
page.

. Delete: The Delete option allows the group to delete the current
page.

) E Owner: The Owner contains all the same rights as the above plus
some additional ones when workflow is installed.

c. When finished, to keep the changes, click Save.
3. To edit the rights to run data,
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a. From the Add/Edit Groups page, click the corresponding View Rights icon .
The Default Group Permissions window appears.

Default Group Permissions
State Fire Marshals Group
@ View "My’ Runs Only: Yes @ Mo Restrict
@ Runs Forms: Hidden View Edit Add @ Delete Restrict
@ Ability to Lock Runs: @ Yes ) No Restrict
@ Ability to Change Run Status: @ Yes No Restrict
@ view Patient Identifiable Information: @ Yes No Restrict
@ View 'AIl' QA/QI Notes: Yes @ Mo Restrict
@ Ability to switch run form template: Yes @ No Restrict
@ Restrict Based on Date: Last Days OR Range: - Restrict
Reset Users Rights? Yes @ No
{Note: Choosing yes will reset the permissions for all users under this permission group.)

b. Using the provided fields, change the amount of access that users in this group
will have to run form data.

View My Runs Only
Gives the user access to past run reports with which he or she is
associated.

Runs Forms
Determines the level of access the user will have to run forms. If the user
is denied access to specific run forms (e.qg., if they are allowed to view
run forms only they have submitted or only within a certain time frame),
that will take priority over the level of access given here.

Ability to Lock Runs
Determines whether this user will have the authority to prevent changes
from being made to run forms after they are submitted.

Ability to Change Run Status
Determines whether this user will have the authority to change the status
assigned to a run form (e.qg., in progress, reviewed, billed).

View Patient Identifiable Information
This option determines whether this user will be allowed to view patient
identifiable information on run forms.

View “All” QA/QI Notes
Determines whether this used has the ability to view all QA/QI notes in
the system or only the ones pertaining to runs he or she is listed as a
staff member on.

Ability to Switch Run Form Template
This option determines whether the user can change the template used
for a run form that has already been started.

Ability to Lock Trainings
Determines whether this user has the ability to lock trainings to prevent
editing.

\
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Restrict Based on Date
Allows the user to view run forms submitted only in the specified time
frame.

Restrict
The Restrict checkbox for each option allows you to prevent this user
from giving any other user a higher level of permissions than he or she
has. For instance, a service administrator without Delete rights would be
unable to grant any providers in his or her service with Delete rights.

c. When finished, to keep the changes, click Submit.

4. To change the order in which groups appear, using the Hierarchy drop down menus,
select numbers corresponding to the groups’ order in the list (with smaller numbers
appearing earlier in the list).

5. When finished, click Update.

3.4 Working with Report Writer 2.0 Permissions

Permissions to Report Writer 2.0 are governed both in the permissions settings for each report and by the
permission groups for Report Writer. Permission groups determine whether people have access to the
Report Writer 2.0 link on the toolbar and the permission settings in each report determine what people
can access for each report within Report Writer. For more information about setting up access to
individual reports, please refer to the Report Writer chapter in the Service Administrator Guide.

1. From the upper right, click Admin.

2. Under Site Management, click Users & Security.
A sub-menu appears.

3. Under Users & Security, click Report Writer Security.
The Report Writer Groups page appears.

Hierarchy Group Hame Permissions

P Report Writer User
1 - Senice Administrator
1 - Super Administrator

4. Click Add Group.

The Report Writer Groups Info page appears.

Report Writer Groups Info

Group Mame

5. Inthe Group Name text box, type a nhame for the group.
6. Click OK.
The group is added.
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7.

9.

For the new group, click the Permissions icon .
The Permission Setup window appears.

Permizsion Set up for Report Writer User

Reports

Navigation and Page Level Permissions _

@

Select the desired level of access to the Report Writer link.

& HINT: In this case, the level of access to the system will be same if you select Read, Edit, Add
or Delete rights. This level of permission sets whether the Report Writer 2.0 link will appear on the
toolbar for people in this group. If this link should not appear, assign Hidden permissions.

When finished, click Save.

3.5 Working with Login Information

The system administrator can set up password and login requirements for all system users. This includes
the ability to set how often passwords need to be changed and when they are prompted, what characters
must be included and ways that accounts may be automatically suspended.

1. From the upper right, click Admin.
2. Under Site Management, click Users & Security.
A sub-menu appears.
3. Under Users & Security, click Logins and Passwords.
The Application Access Control menu appears.
Time Suspend 120 {number of days without login to the application before the wser's sccount is suspended)
Password Attempts 4 {number of sttempts 3 user can attempt to login before their sccount is placed on temporary suspend)
Numeric Characters MNo - {check if at least one numeric character is required in the user's password)
Uppercase Characters MNo f at least one uppercase character is required in the user's password)
Special Characters Mo - f at least one special character is required in the user's password)
Change Password Time 0 {time in hours that 3 user cannot change their password after lsst changs)
Password Compare 0 {number of passwords in the log table to be comparsd with the newsst password to see if the same password is being used)
Passzword Length 5 {minimum number of characters in the password)
Lock User for Inactivity 355 {number of days an scoount being inactive before being automatically locked)
Change Password Prompt 15 {Number of days the user will be notified before they must changs their password.)
Email Con fidentiality -
Statement (Accepts HTML)
Inactive Account Message .
Security Questions Prompt . @ No @ @
on Login
Security Questions Prompt . 9 No @ @
on Password Retrieval
Encrypt Security Question .o ) g, @ @
Answer?
—
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

To select the number of days that can pass without a user logging in before their account is
suspended, in the Time Suspend text box, type the number of days.

To select how many times a user can incorrectly enter a password before their account is
temporarily suspended, in the Password Attempts text box, type the number.

To require at least one numeric character in passwords, from the Numeric Characters drop down
menu, select Yes.

To require at least one uppercase character in passwords, from the Uppercase Characters drop
down menu, select Yes.

To require at least one special character (e.g., ! # $) in passwords, from the Special Characters
drop down menu, select Yes.

To set a number of hours after a user creates a new password that they cannot create another
new password, in the Change Password Time text box, type the desired number of hours.

To select the number of old passwords that the system will store for each user, in the Account
Password text box, type the desired number.

To select the number of old passwords against which a new password will be compared to
prevent passwords from being reused, in the Password Compare text box, type the number.

In the Password Length text box, type the minimum number of characters that should be included
in the password.

To set the number of days a user account can go without logging in before the account is
inactivated, in the Lock User for Inactivity text box, type the number of days.

In the Change Password Prompt text box, type the number of days before the user must change
his or her password that he or she will be notified and prompted to make the change.

To set text that will appear at the bottom of all inbox messages, in the Email Confidentiality
Statement text box, type the message.

To set a notification that will appear if a user’s account is suspended or marked inactive, in the
Inactive Account Message text box, type the message.

To require users to answer security questions every time they log in, in the Security Questions
Prompt on Login section, select Yes.

To require users to answer security questions to retrieve a forgotten password, in the Security
Questions Prompt on Password Retrieval section, select Yes.

To set the number of questions that a user should answer, from the Security Answers Required
drop down menu, select the desired number.

If security questions are used, to write additional information for the users, in the Security
Question Support text box, type the desired message.

& HINT: This could include information about who to call if the user forgets the answers to the
security questions.
To view any existing security questions, from the Current Questions section, click Show Current
Questions.
A list of questions appears.
Current Questions
= Question
What ig wour mothers maiden name?
What is vour city of birth?
What iz the name of vour pet?

=
=
=
i

What iz your favorite color?
Which is vour favorite car?
Which is your favorite city to travel to?

In what =state were vou born?

REODRERYRY

What high school did you go to?

OPTIONAL: To make a question active (i.e., users will need to create an answer for the question
and the question may appear to be answered), select the corresponding Active checkbox.

A\
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To make a question inactive (i.e., users will not need to answer this question), deselect the
corresponding checkbox.
23. To add a new question,
a. Inthe New Questions section, click the Add Question icon [=] until blanks appear for
each question.
b. Type the text for each question in the corresponding text box.
“ WARNING: Questions cannot be edited or deleted after submission, although they
can be made inactive. Be sure that spelling and grammar are correct.
& NOTE: These questions will be saved when the entire page is submitted.
c. If necessary, to remove a text box, click the Remove Question icon |:|
The last text box will be removed.
& NOTE: One text box will always appear.
24. When finished, click Submit.

3.6 Controlling Content for the Public Site

While the majority of the content of any public facing site will be controlled by editing the page itself,
system administrators can control whether links should be available to pages with information about the
service, staff or reports. This can allow you to either easily show or hide information from the public
according to your service or state’s policies.

1. From the upper right, click Admin.

2. Under Site Management, click Settings.
A sub-menu appears.

3. Under Settings, click Public Content.
The Public Content page appears.

Public Content

Service @ ‘ves () No check Yes to display service link on public site)

i

Service Staff @ ves () No {check Yes to display s=ervice staff link on public sits)
P
I

Reports @ ves () No check Yes to display reports link on public site)

U

4. To display a link to a page with specific information, for the desired link, select Yes.
OR
To hide a link to a page with specific information, for the desired link, click No.

5. When finished, from the bottom of the page, click Submit.
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CHAPTER 4

WORKING WITH SERVICES AND REGIONS
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4.1 Chapter Overview

System administrators can set up regions and the services contained within those regions to assist with
organization and locating services or incidents. This chapter explains how to view, edit and set up new

regions and services.

4.2 Viewing and Editing Regions

Administrators can view or edit the regions that are set up in the State Bridge.

1. From the upper right, click Admin.

2. Under Site Management, click Site Resources.

A sub-menu appears.

3. Under Site Resources, click Add/Edit Region.

A list of existing regions appears.

*Demo
Central

East Metro
Mortheast
Morthwest
South Central
Southeast
Southwest
West Central
West Metro

e

4. To view or edit the region information, click the region’s name.

The Edit Region page appears.

Edit Region Hame

Short Description

ImageTrend Testing Servi

Hover Help  Testing Region

Region IO

Show in Menu

Show on Public View

To change the name, in the Short Description text box, change the name.

To change the information that will appear when a user’'s mouse rests over the region name, in

the Hover Help text box, type the new information.

To assign a region ID code to this region, in the Region ID text box, type the desired code.
To display this region in the list of regions when searching for a service, select the Show in Menu

checkbox.

To display this region on the public website for the service, select the Show on Public View

checkbox.
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10. When finished, to save the changes, click OK.

4.3 Adding New Regions

System administrators can create new regions. You must create regions before you can create services.

1.
2.

3.

4.

From the upper right, click Admin.

Under Site Management, click Site Resources.

A sub-menu appears.

Under Site Resources, click Add/Edit Region.

A list of existing regions appeatrs.

*Demo
Central

East Metro
Mortheast
Morthwest
South Central
Southeast
Southwest
West Central
West Metro

e

Click New.

The Add Region Name page appears.

Short Description
Hower Help
Region IT

Show in Menu

Show on Public View

Add Region Name

5. Inthe Short Description text box, type a name for the region.

6. To create the information that will appear when a user’s mouse rests over the region name, in the
Hover Help text box, type the new information.
To assign a region ID code to this region, in the Region ID text box, type the desired code.

7.
8. To display this region in the left menu, select the Show in Menu checkbox.
9

To display this region on the public website for the service, select the Show on Public View

checkbox.

10. When finished, to save the changes, click OK.

4.4 Viewing and Editing Services

Administrators can view services by region and view or change the information about each service.
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1. From the upper right, click Admin.

2. Under Site Management, click Site Resources.
A sub-menu appears.

3. Under Site Resources, click Add/Edit Service.
A list of existing regions appears.

4. From the list, click the name of the region in which the desired service is contained.

A list of all services contained within the region appears.
5. Click the name of the desired service.
The service’s information appears.

Region Demo Region

Account Name  ImageTrend Fire Dept

Agency ID 1855

Home

Hospital

Medical Office/Clinic

Morgue

De=tination Type | Nursing Home

Other

Other ENS Responder (air)
Other ENS Responder (ground)
PolicedJail

FDID 01855 (State Fire Dept. 1D)
Status @ active ) Inactive
Run Form Permizsicns Ens [V Fire
CAD Integration @ ves () Mo
Demo Service [
Address PO Box 247

2038 River Rd W Building |
Postal Code 55044 Update Now
cy |

County |

State |

Edit Service

6. Using the provided fields, change any desired information about the service.
7. When finished, to keep the changes, click Save.

4.5 Adding New Services

System administrators can add new services to a region.

1. From the upper right, click Admin.

2. Under Site Management, click Site Resources.
A sub-menu appears.

3. Under Site Resources, click Add/Edit Service.
A list of existing regions appears.
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© N

11.

12.

13.
14.

From the list, click the name of the region in which the desired service is contained.
A list of all services contained within the region appears.

Click Add.

The Edit Service page appears.

Edit Service

Region Demo Region

Account Mame

Agency ID
Home
Ho=pital
Medical Office/Clinic
Morgue
Destination Type | Nursing Home

Other
Other EMS Responder (air)
Other EMS Responder (ground)
PolicesJail

FDID {State Fire Dept. 10)

Status (D) active @ Inactive
Run Form Permissions [ |enMs [ Fire
CAD Integration (7 ves @ Mg
Demo Service ||

Address
Postal Code | update Now |
|
County |
State |

In the Account Name text box, type the name of the agency.

In the Agency ID text box, type a unique number for this agency’s ID.

OPTIONAL: In the Destination Type scroll list, select the type of destination that this service
transfers patients to most often.

OPTIONAL.: If applicable, in the FDID text box, type the state fire department ID.

. To make this service currently active and available for use in the system, in the Status section,

select Active.

OR

To keep this service in the system for reference but not make it available for use, in the Status
section, select Inactive.

In the Run Form Permissions section, select which types of incidents this service should be able
to submit.

In the CAD Integration section, select whether this service has the optional CAD integration
module.

If this service is for demonstration or testing purposes only, select the Demo Service checkbox.
In the Address text box(es), type the address of this service.
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15. In the Postal Code text box, type the postal code of the service.
16. Click Update Now.
The most common city, county and state information is filled in based on the postal code.
17. OPTIONAL.: If the wrong city information was filled in, to look for a specific city,
a. Click Lookup.
The Statue, County, City, Postal Code Lookup window appears.

To search for a location, enter as much information as known and
click on the "Search” button. Click on the location desired to
populate the run form.

State: All States -
City:
Postal Code:

Gl

b. Using the provided fields, enter any information to help you locate the correct location.
c. Click Search.
A list of all locations that match your search criteria appears.

To search for a location, enter as much information as known and click on the "Search” button.
Click on the location desired to populate the run form.

State: All States -

City:

Postal Code: 55044
Lakeville Dekota MM 55044 Favorite Location
LAKEVILLE DAKOTA MM 58044 Systermn
Crchard Lake Diakota MM 55044 Systemn

Records 1-3 of 3

Go to Page: ...

d. Click the desired location.
The location is entered.
18. When finished, to save the new service record, click Add.

4.6 Deleting Services

System administrators can delete services from the system.

1. From the upper right, click Admin.

2. Under Site Management, click Site Resources.
A sub-menu appears.

3. Under Site Resources, click Add/Edit Service.
A list of existing regions appears.

4. From the list, click the name of the region in which the desired service is contained.
A list of all services contained within the region appears.
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Click the name of the undesired service.
The service’s information appears.

Region Demo Region

Edit Service

Account Name

Agency 1D

Destination Type

FDID

Status

Run Form Permissions
CAD Integration

Demo Service

Address

Postal Code
City
County

State

ImageTrend Fire Dept
1855

Home

Hospital

Medical Office/Clinic

Morgue

Nursing Home

Other

Other ENS Responder (air)
Other EMS Responder (ground)
PolicelJail

01855  (State Fire Dept. ID)
@ Active ) Inactive

eMs [V Fire

@ ves ) No

[l

PO Box 247

2938 River Rd Vv Building |
55044 Update Now

6. Click Delete.

7. In the confirmation dialog box, click Yes.
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CHAPTER 5

DATA IMPORT AND EXPORT
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5.1 Chapter Overview

If the service has data imports or exports set up, system administrators can view reports summarizing the
data exchange activity within the system. If the system administrator is familiar with the system, he or she
can also set up new exports or imports.

5.2 Viewing Current Imports and Exports

System administrators can view information about all scheduled imports or exports, either single or
recurring. In addition, they can view a variety of reports summarizing the performance of imports and
exports in the system.

Viewing Current Exports

1. From the upper right, click Admin.
2. Under Site Management, click Data Import & Export.
A sub-menu appears.
3. Under Data Import & Export, click View All Export Tasks.

A list of exports appears.
Data Import/Export > Data Export Summary

Total Exports: 4|

Export Scheduled
Tyne Format Frequency -ﬂ- # of Exports

Administrator, ImageTrend XML_Test MISE XML Once 01/31/07 01431107 0 é

= With patient specificinformation
Incident Date: 01/01/99 - 01/30/07
AND Modified Since: 01/01/99

» Contains runs from the following :
State:
- Minnesota

Administrator, ImageTrend @ XML_Test MISE XML Once 01/31/07 01431107 0 é

With patient specificinformation
Incident Date: 01/01/99 - 01/30/07
AND Modified Since: 01/01/99

» Contains runs from the following :
State:
- Minnesota

Administrator, ImageTrend @ testXML MISE XML Once 02/02/07 02102107 1 é

= With patient specificinformation
« Incident Date: 01/01/07 - 01/30/07

» Contains runs from the following :
State:
- Minnesota

Administrator, ImageTrend @ XMLTest MISE XML Once 02/02/07 02102107 1 é

= With patient specificinformation
« Incident Date: 01/01/07 - 01/30/07
» Contains runs from the following :

State:
- Minnesota

@ Single Export @9 Recurring Export

Viewing Current Imports

1. From the upper right, click Admin.
2. Under Site Management, click Data Import & Export.
A sub-menu appears.
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3. Under Data Import & Export, click View All Import Tasks.

4. From the Service Name drop down menu, select the service for which to view the import
tasks.

5. OPTIONAL: To retrieve one particular record, in the Upload ID text box, type the ID
number assigned to the import when it was first created.
A list of imports appears.

Reports
Data Transfer History
B’ _ Complsted 1 = Complsted wi Enors 3 = Pending B = Incomplete
Uploaded Date Utility Records User _— ui’:i“zm
[®]| 09/20/07 03:51 PM| ImageTrend EMS Field Bridge 1| Senvice Admin ¥| & g
|§| 09/20/07 03:49 PM| ImageTrend EMS Field Bridge 1| Senvice Admin F| & g
[®]| 09/20/07 03:47 PM| ImageTrend EMS Field Bridge 1| Senvice Admin ¥| & g
[®]| 09/20/07 03:42 PM| ImageTrend EMS Field Bridge 0| Service Admin & = =2
(]| 09/04/07 03:43 PM| XML 2.0 Senvice Admin B = =
[®]| 07/25/07 04:32 PM| FIREHOUSE Software 382| ImageTrend Administrator| & | & =
[®]| 07/25/07 04:25 PM| FIREHOUSE Software 382| ImageTrend Administrator| & | & &
[®]| 07/11/07 04:32 PM| XML 2.0 Senice Admin = = =
[®]] 07/11/07 11:21 AM| XML 2.0 Senice Admin -] = =
[®]| 06/11/07 11:47 AM| ImageTrend EMS Field Bridge 1| Ryan Ricard F| & &
[®]| 06/11/07 11:46 AM| ImageTrend EMS Field Bridge 0| Ryan Ricard g = =B
[®]| 06/11/07 11:45 AM| ImageTrend EMS Field Bridge 0| Ryan Ricard & ® =
[®]| 06/11/07 11:44 AM| ImageTrend EMS Field Bridge 0| Ryan Ricard g = =B
|§| 06/11/07 11:43 AM| ImageTrend EMS Field Bridge 1| Ryan Ricard F| & &
[®]| 06/11/07 11:42 AM| ImageTrend EMS Field Bridge 0| Ryan Ricard g = =B
Records 1-15 of 237
* =Total may represent more than one service’s records if more than one service was uploaded at the same time.
ImageTrend Service Bridge v2.3

Viewing All Completed Imports

 State Bridge provides a report listing all imports that have been completed.

1. From the upper right, click Admin.

2. Under Site Management, click Data Import & Export.
A sub-menu appears.

3. Under Data Import & Export, click Completed Import Report.
The initial report appears.

IMAGETREND
- 07701707 - 1170772007 Go
FIRE BRIDGE From: =
Printed on 11/07/2007
Import Date Import Utility Total Services Total Records Import Process Validation Total
07/25/2007 Firehouse 1 382 0 (sec) 3 (min} 22 (zec) 0 (zsec) 3 (min} 22 (zec)
09/20/2007 Field Bridge 1 1 0 (sec) 4 (zec) 1 (zec) 5 (sec)
09/20/2007 Field Bridge 1 1 0 (sec) 2 (sec) 1 (zec) 3 (zec)
09/20/2007 Field Bridge 1 1 0 (sec) 3 (sec) 1 (zec) 4 (sec)
Avermges | o o@se|  S2sen|  O0(ses) _ Siiseo)
Records Import Process Validation Total
Averages of 4 Imports: 96 0 (zec) 52 (sec) 0 (sec) 53 (sec)

4. To adjust the dates displayed, in the From text boxes, select the correct dates and click
Go.
5. To print the report,
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=l
a. Click the Print Report icon
b. In the Print dialog box, select any custom printing options and click Print.

Viewing Imports in Progress

 State Bridge will provide a report listing all imports that have been scheduled to begin but have
not yet finished importing information. If an import was set up but found no data to retrieve, it may
appear in this list even though it is not currently working on the import process.

1.
2.

3.

From the upper right, click Admin.

Under Site Management, click Data Import & Export.

A sub-menu appears.

Under Data Import & Export, click In Progress Import Report.

The initial report appears.

To adjust the dates from which records are retrieved, in the From text boxes, type the
appropriate dates and click Go.

To print the report,

=
a. Click the Print Report icon
b. In the Print dialog box, select any custom printing options and click Print.

Viewing Import Performance

 State Bridge provides a report summarizing the data imports done using State Bridge, including
information about the total number of each type of import, the time taken to complete it and the
validation score of the import.

1.
2.

3.

4,

5.

From the upper right, click Admin.

Under Site Management, click Data Import & Export.

A sub-menu appears.

Under Data Import & Export, click Import Performance Report.
The initial report appears.

‘a@»’ IMAG E ’ REND Import Performance Report
s’ From: 10/31/2006  _ 11/07/2007  |Go)
- FIRE BRIDGE om (6
Printed on 11/07/2007

Import Type Total Records Import(Min) Process(Min) idation({Min) Total (Min}
Total: 382 0.00 337 0.00 3.37
Average (runs/min): 382 113 382 113

ImageTrend EMS Field Bridge

Total: 151 0.00 8.55 0.63 9.23
Average (runs/min}: 151 15 21 16

XKML 2.0
Total: 1 0.00 0.00 0.02 0.02
Average (runs/min): 1 1 60 60

To adjust the dates from which records are retrieved, in the From text boxes, type the
appropriate dates and click Go.
To print the report,

=
a. Click the Print Report icon
b. In the Print dialog box, select any custom printing options and click Print.
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5.3 Scheduling New Exports

System administrators can schedule exports singly or to recur at a specific time interval.

Scheduling Individual Exports

1.
2.

3.
4,

From the upper right, click Admin.

Under Site Management, click Data Import & Export.

A sub-menu appears.

Under Data Import & Export, click View All Export Tasks.
Click Add Single Export.

The Data Export for (Username) page appears.

Name:

Format: MISE XML

Please choose from cne of the following data export options.
Enter dates {01/01/03) for all applicable data entry options.

Incident

Date Incident Reported Medified Since

@ Cption 1: - AND
Option 2: - OR
Option 3: -

Option 4:

Export Scheduled For: 11/08/07 04:00:00 AM
Patient Specific Information: Yes
Data Access Rights:

| Save | | Cancel |

In the Name text box, type a title to identify this export.

In the Option 1, Option 3, Option 3 or Option 4 text boxes, type the dates for the

records that should be exported.
& HINTS:

Use Option 1 to export all records that were entered between specific dates and have

been changed since a particular date.

Use Option 2 to export all records that were entered between specific dates or that

have been modified since a particular date.

Use Option 3 to export all records that were entered between specific dates.
Use Option 4 to export all records that were changed since a specific date.
7. To schedule the export, click Save.

Scheduling Recurring Exports

| Scheduling recurring exports is handled differently for different types of exports. For information
about setting up recurring exports for your service, please contact ImageTrend.
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5.4 Viewing Mapped Data Exchange Destinations

System administrators can view the data ports that have been set up for importing and exporting data in
the system. Setting up new data ports requires extensive knowledge of the databases being used in the
State Bridge and in the other system being used for the import or export. To set up a new data port,
please contact ImageTrend.

1. From the upper right, click Admin.

2. Under Site Management, click Data Import & Export.
A sub-menu appears.

3. Under Data Import & Export, click View Map Destinations.
A list of currently mapped destinations appears.

Map Destination Dataport Service Export
@] ImageTrend EMS NEMSIS import meds NHTSA Import Meds ImageTrend EMS ﬁ
@] ImageTrend Nemsis Mapping Import NHTSA Import Meds ImageTrend Rescue ﬁ
fedit] MEMSIS Export CodeRed All ﬁ
fedit] MEMSISINISE 2.2 Import NHTSAJNISE 2.2.1 XML Data Exchange Al ﬁ
@] SweetSoft Amazon Expert Imagetrend EMS SweetSoft Amazon Export ImageTrend EMS ﬁ
@] SweetSoft Amazon Expert ImageTrend Rescue SweetSoft Amazon Export ImageTrend Rescue ﬁ
Goto Page: 1
Add New

5.5 Data Export Setup

System administrators can view a list of all data exports that are currently set up. To set up a new type of
data export, please contact ImageTrend.

1. From the upper right, click Admin.

2. Under Site Management, click Data Import & Export.
A sub-menu appears.

3. Under Data Import & Export, click Data Export Setup.
A list of data exports appears.

DLL Related
B Hiley amazen Hiley Fire SweetSoft Amazon Export
@ Hilzy MISE XML Export Hiley Fire MNISE XML Export

Web Service Related

Hone Available

Add DLL Data Port Add Web Service Data Port
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CHAPTER 6

RESOURCE SETUP

\
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6.1 Chapter Overview

System administrators can modify the setup of run form elements. If the service also utilizes the EMS
Field Bridge, these changes will be passed down to the Field Bridge application. This chapter explains
how to work with preset options for run forms including the destinations, mutual aid departments and
patient medications. In addition, this chapter explains how to work with consent text for forms requiring
signatures, validation options, mapping, the data elements included in each run form, and setting up data

exports and run form statuses.

6.2 Overview of Validation

Points and rules to set up validation of EMS run forms can be assigned by the system administrator.
These rules can be edited or new rules can be created. Each point taken off a report subtracts from a
possible validity score of 100%. Depending on the rules and points assigned, the minimum validity score
will vary, and should be kept in mind when viewing the validity of run reports.

Editing Existing Validation Rules

" You can make changes to any existing validity rule. If you make changes to a validity rule, the
new rule will be applied only to new run forms, or any past run form that you open and re-save.

1. From the upper right, click Admin.
2. Under Run forms, click Resources.
A sub-menu appears.
3. Under Resources, click Validation.
A list of currently existing validation rules appears.

Rule Name:

Date Updated
01/28/2008
07122007
0711212007
02/02/2008
021022008
031712008
071122007
0711212007
071122007
071122007
071122007
07122007
0711212007
0711212007
071122007
071122007
071122007
07122007
02/02/2008

03/24/2009

Validity Rules List
’@ Export Validity Rules ﬁ Export Validity Rule Comparisons
Rules: 20 = Rule ID:
@ Add Validity Rule
Rule ID Rule NHame Points Date Entered
38 Incident Address 1: Incident Address’ 1 031572005
39 Demographic 1: Patient First Name: -1 03/15/2005
40 Patient Address 5: Patient Postal Code -1 03/15/2005
42 Times 5.1: Arrive Scene -1 03/15/2005
43 Call Info: Destination Name -1 03/15/2005
44 Demographic & Patient Telephone Number El 03/15/2005
45 Times &: Arive Dest. » Leave Scene -1 03/15/2005
46 Incident Address 5: Incident Postal Code -1 03/15/2005
a7 Demographic 5: Patient Social Security Number -1 03/15/2005
51 Incident Identifier: Call Number -1 03/15/2005
52 Incident Address 2: Incident City 1 031572005
72 Incident Info: Crew Members -1 03/30/2005
73 Odometer 1: Starting Odometer -1 05/09/2007
74 Odometer 2: At Scene Odometer -1 05/09/2007
75 Odometer 4: Ending Odometer -1 05/08/2007
76 Incident Identifier: Incident Number -1 05/10/2007
m Incident Identifier: PCR Mumber -1 05/10/2007
78 History: Onset Date -1 05/10/2007
79 Incident Info: Reponding Unit -1 05/10/2007
80 Incident Info: Responge Urgency -1 05/10/2007
Records 1-20 of 59
Goto Page:1..22
Total points (of active rules):  -92
Lowest validity percentage: 8%
1d validity Rul E—

Active Delete  Actions

3 S R = R R s R R R R R R R 2 R

XA XN P X AP XN XY XEX DY XYY X P Y XY XYY <P

]
G0
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4. Click the validation rule to be edited.
& HINTS:

If you would prefer to go directly to the Edit Rule page, click the Edit Rule icon .
If you would prefer to go directly to the Manage Comparisons page, click the Manage

Comparisons icon .
The Validity Rule Setup page appears.

Setup > Validity Rule Setup

Validity Rule Setup

Rule Name: Arrive Destination Time
Points: -2
Error Mezzage: Arrive Dest.Time iz less than Leave Scene Time
Panel: Response Times
Control:  Arrived Dest.
Status: Active
Date Entered: 03/15/2005
Date Modified: 03/31/2005

Validity Rule Comparisons

7

Panel Control Panel Control Value
Response Times Arrived Dest. LessThan Response Times Leave Scene o
Or  Response Times Arrived Dest. Equals

5. To change the name, number of points, message, status, position or the field to which the
rule is applied,
a. Click Edit Rule.
The Validity Rule Edit page appears.
Rule ID: 21
Rule Name: Patient Address 1: Patient Address

Rule Points: -1
Rule Error Message: patient Address is missing -
Rule Notes: r
(Motes are only visible in Validity Rule =etup and can only be seen by Administrators
Data Section: ES.4 - Patient's Home Address - | Lookup

Rule Level: MNational -
Active Status: @ active © Not Active
Onby apply rule on Demo Services: |:|
Field Bridge Closed cal: [ @

T i~

b. Using the provided fields, enter the new desired information.
c. Click Submit.
6. To change the values against which the run form will be compared to determine whether
the response is valid by adding a new comparison criteria,
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a. From the Validity Rule Setup page, click Manage Comparisons.
The Validity Rule Comparisons page appears.

Note: Validity will be reduced when the following conditions are met.
Any validation rules built using wildcards, parentheses, negation or any one of the “Begins With®, “Ends With®, “In" or “Contains”
comparison operators will not apply on Field Bridges that have not been upgraded to version 4.
Please make sure to click "Validate Parentheses” if you are building any rules using parentheses.

Current Validity Rule Comparisons

Panel Name: Control Name: Comparizen:Panel Name:Control Name:  Value Delete
= Provider Impression  Provider Primary Impressicn Equals 569054 o @
And = Patient Coendition Cause OF Injury Equals =25 = @

e e

b. From the Previous Comparison Operator drop down menu, select whether the
rule should be applied when this criteria is met in addition to the other criteria
(i.e., and) or when only one of the criteria is met (i.e., or).

c. Inthe Panel and Control drop down menus, select the section and sub-section of
the run form that this rule should be applied to.

d. Inthe Comparison Operator drop down menu, select how the value in the run
form should relate to the selected criteria.

e. Inthe remaining fields, select the values to which the run form values should be
compared.

& NOTE: These fields will differ depending on the comparison being created.
f.  When finished, click Add Comparison.
g. OPTIONAL: If multiple comparisons are being used, to make sure they work
together and all parentheses were closed, click Validate Parentheses.

Adding New Validation Rules

| System administrators can add new validation rules for their run forms.

1.
2.

From the upper right, click Admin.

Under Run forms, click Resources.

A sub-menu appears.

Under Resources, click Validation.

A list of currently existing validation rules appears.
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4,

10.

11.

12.

Click Add Validation Rule.
The Validity Rule Edit page appears.

Validity Rule

Rule Name:

Rule Points:

Rule Error Message: -
Rule Notes: -

(Motes are only visible in Validity Rule setup and can only be seen by Administrators

Data Section: - Please select a Data Section - * Lookup

Rule Level: Mational «
Active Status: @ active ) Not Active
Only apply rule on Demo Services: |:|
Field Bridge Closed cal. [ | @

In the Rule Name text box, type a title for the rule.
In the Rule Points text box, type the number of points that can be taken away if the
criteria for this rule are not met.

= HINT: This number must be negative.

In the Rule Error Message text box, type any information that should appear at the top of
the run form tab to explain why validity points were lost when the rule is not met.

In the Rule Notes text box, type any additional notes or information to be available to
administrators in the setup for this rule.

& NOTE: This information will not be visible to anyone filling out run forms, but can be
an easy way to add extra information for administrators to refer to.
From the Data Section drop down menu, select the data section that this rule should be
applied to.
OR
To search for the desired data section,
a. Click the Lookup link.
The Data Section Lookup dialog box appears.
b. Inthe Search text box, type the name or part of the name of the data section.
c. Click Search.
A list of all data sections matching your search criteria appears.
d. Select the desired data section.
The section is selected in the drop down menu.
From the Rule Level drop down menu, select the level at which this requirement was
made.
In the Active Status section, select whether this rule should be active or inactive in the
system.
OPTIONAL: To make this rule active only for services that are marked as demo services
in their setup, select the Only apply rule on Demo Services checkbox.

& HINT: This can be a good way to test your validity rules before implementing them for
the entire service.
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13. OPTIONAL: To mark this rule as something that must be met for calls on the Field Bridge
before the run form can be submitted, select the Field Bridge Closed Call checkbox.

14. Click Submit.
The Validity Rule Comparisons page appears.

Mote: Validity will be reduced when the following conditions are met.
Any validation rules built using wildcards, parentheses, negation or any one of the *Begins With®, “*Ends With®, “In" or “Contains™

comparison operators will not apply on Field Bridges that have not been upgraded to version 4.
Please make sure to click "Validate Parentheses” if you are building any rules uging parentheses.

Current Validity Rule Comparisons

Mo comparizons have been applied to this rule.

15. Click Add Comparison.
The Add Validity Rule Comparison section appears.

Add Validity Rule Comparison

Previous Comparison Operator  4nd
Data Section. E2.3 - EMS Unit (Wehicle) Response Number *  Lookup
Modifier: Mo Modifier + @
Negation: [ not

Comparisen Operator.  — Please Select One — -

16. From the Data Section drop down menu, select the data section that this comparison
should be applied to.
OR
To search for the desired data section,
a. Click the Lookup link.
The Data Section Lookup dialog box appears.
b. Inthe Search text box, type the name or part of the name of the data section.
c. Click Search.
A list of all data sections matching your search criteria appears.
d. Select the desired data section.
The section is selected in the drop down menu.
17. In the Modifier drop down menu, select how the value in the run form should relate to the
selected criteria.
18. To set a comparison where the desired value is not in a specific set, select the Not
checkbox.
19. In the remaining fields, select the values or fields that the run form value should be
compared to.

& NOTES:
These fields will change depending on the comparison being made.
You can include wildcards within comparison rules to find a broader range of values if
your Field Bridge systems are upgraded to version 4 or above.

20. When finished, click Add Comparison.

21. Repeat steps 15-20 until all comparison criteria have been added.

22. OPTIONAL: If you have added multiple comparisons and grouped them together with
parentheses, to ensure that you have all needed opening and closing parenthesis, click
Validate Parentheses.
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Applying Validation Rules to Run Forms

In order for validation rules to be effective, they must be associated with the run form tab
containing the field that collects the information being evaluated. Each rule should only be
associated with a single run form tab in each run form.

You will only need to associate validity rules to standard run forms that you are using. The rules
will be automatically applied to all dynamic run forms.

1.
2.

o s

7.

8.

From the upper right, click Admin.

Under Run forms, click Resources.

A sub-menu appears.

Under Resources, click Validation.

A list of currently existing validation rules appears.

From the bottom of the page, click Associate Validity Rules.

In the Select a run form drop down menu in the upper right corner of the page, select the
run form to which to apply this rule.

The Associate Validity Rules to ImageTrend EMS Service Bridge Run Form Tabs page
appears.

From the drop down menu in the upper right, select the first run form to apply validation
rules to.

A table of validation rules and tabs appears.

Associate Validity Rules to ImageTrend Fire Bridge Run Form Tabs Incident Run Formver 2.3 - l
This page iz used to apply validation rules to ImageTrend Fire Bridge run form tabs. Te get started use the drop down at right to select an ImageTrend Fire
Bridge run form. ¥ou will find the given run form tabs displayed horizontally and the validation rules displayed vertically in a grid like format; this grid is to be
used to determine which validation rules shall be applied to the given run form tabs—this is dene by checking the appropriate checkboxes and pressing
submit.

Itis important to note, the validation rules below should only be applied to the appropriate tabs in which their associated form fields
are displayed; thus, it is best practice to only apply each validation rule to a single run form tab.

Validation Rules Incident Info Call Info Demographic History Physical Assessment VitalTreatments MNarrative Billing Signatures
Arrive Destination

il B B B B B B O B
Arrive Scene Time ] [} [l [} [l ] ] [}
Call Number ] = ] = = = = =
cause of Injury to

g B B B B B B B B B
Cause to safety ] ] ] = ] = = 0 ]
Crew Members = 0 0 0 0 0 0 0
Destination Name (] (] [l (] [l [l | (]
Destination Name

P B B B B B B B B
Destination

Destinato = = B = B B O =
Destination Type [} [} [l [} [l ] ] [}
Enroute Time ] (] [l (] [l [l | (]

From the list of validation rules, select the checkboxes for all rules that should be applied
to the tab.
Click Submit.

6.3 Overview of Destinations

Run forms contain a field for destination. When system administrators set up destinations, staff members
can select the correct destination and all address information will be automatically completed.
Destinations can be within the United States or in Canada or Mexico, and can be a specific location (e.g.,
St. Mary’s Hospital) or a general location that will allow the address to be completed on the run form (e.g.,
other hospital). Administrators can create or edit these destinations and their information.
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Viewing and Editing Destinations

Administrators can view a list of all existing destinations and edit their information, if necessary.

1. From the upper right, click Admin.

2. Under Run Forms, click Resources.
A sub-menu appears.

3. Under Resources, click Destinations.
A list of existing destinations appears.

Order Hame Code City County

edit Denver Health 333456 DENVER DENVER
Penrose St Francis Hospital 333654879 COLORADO SPRINGS EL PASO
St Anthony Central Hospital 3331236 DENVER DENVER
St. Antheny Summit Medical Center 3339514 Frisco Summit
5t. Mary-Corwin Medical Center 33345678 PUEBLOD PUEBLOD
The Childrens Hospital 333987 DENVER DENVER
1 *AMF Locationsss 123456788 Winneapolis Hennepin
2 *ImageTrend/Lakeville Hospital 1312
3 Amie Holt Care Center 80003 Buffalo
4 Aspen Winds 20046 Cheyenne
5 Banner Desert 5857786859 TEMPE MARICOPA
edit] & Banner Health GE56345632 Mesa Maricopa
T Bannock Regional Medical Center 93003 Pocatello

edit] 2 Bear Lake Memorial Hospital 93005 Montpelier
] Belle Fourche Health Care Ctr 81002 Belle Fourche

ditl 10 Big Piney Clinic 10039 Marbleton

edit] 11 Black Hills Rehabilitation Hosp. 91010 Rapid City

State
co
co
co
co
co
co
MN
Minnesota
Wyoming
Wyoming
AZ
AZ

ldaho

ldaho

South Dakota
Wyoming
South Dakota

Postal Code Active

80204
80907
80204
80443
81004
80218

55409

85282
85206

QR EEREEE AR ERERE

4. To find the correct destination, if necessary, use the Previous and Next buttons or the

alphabet links at the top of the page.
5. To change the sort order of the destinations,

a. Type the number(s) corresponding to the desired list position for each

destination.

b. From the bottom of the page, click Update Sort Order.

No

click OK.

To view the entire profile or edit a destination, click the destination’s name.
To edit the destination information, enter the new information into the correct fields and

Creating New Destinations

| System administrators can create new destinations to be included in the list on run forms.

1. From the upper right, click Admin.
2. Under Run forms, click Resources.
A sub-menu appears.
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3. Under Resources, click Destinations.

A list of existing destinations appears.

Order Hame Code City County State Postal Code Active
Denver Health 333456 DENVER DENVER co 20204 g
Penrose St Francis Hospital 333654879 COLORADO SPRINGS EL PASO co 20507 g
St Anthony Central Hospital 3331236 DENVER DENVER co 20204 g
St Antheny Summit Medical Center 3339514 Frisco Summit co 80443 g
St. Mary-Corwin Medical Center 333458678 PUEBLO PUEBLO co 21004 g
The Childrens Hospital 333987 DENVER DENVER co 20218 g
1 *AMF Locationsss 123458735 Minneapolis Hennepin MH 55408 g
2 *ImageTrend/Lakevile Hospital 1312 Minnezota g
3 Amie Holt Care Center 20003 Buffalo Wyoming g
4 Aspen Winds 30046 Cheyenne Wyoming g
5 Banner Desert 5857786859 TEMPE MARICOPA  AZ 85282 g
[ Banner Health 5656345632 Mesa Maricopa AL 85206 g
7 Bannock Regional Medical Center 53003 Pocatelo Idaho g
8 Bear Lake Memorial Hospital 93005 Montpelier idaho g
] Belle Fourche Health Care Ctr 51002 Belle Fourche South Dakota &
10 Big Piney Clinic 10039 Marbleton Wyoming g
1 Black Hills Rehabilitation Hosp. 51010 Rapid City South Dakota =

From the bottom of the page, click Add Destination.
The Add Destination screen appears.

Add Destination

Destination Name *

Code #
Region -
Hospital Lewvel
Address

Country  United States

Postal Code
City | Lookup
County l—
state [iinnesom
Phone
Fax

Active @ ves ) No

D User can enter in a custom address for this destination

* Reguired Fields

In the Destination Name text box, type a title for the destination that will appear in the
drop down menu on the run form.
In the Code text box, enter the unique code for the destination provided by ImageTrend.

& NOTE: Be sure to contact ImageTrend for a code to ensure that this destination is
entered in the database as a unique record. All destinations within the database must
have a unique code in order to work properly.

From the Region drop down menu, select the region in which this destination is located.
For hospitals, in the Hospital Level text box, type the hospital level.

Using the provided location text boxes, type the destination’s address.

& HINT: To automatically enter the city, county and state information from the postal
code of the destination, enter the postal code and select the Check to populate City,
County, State from Postal Code checkbox.

& HINT: To look up address information, click the Lookup button, enter as much
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information as is known and click Search.

To search for a location, enter as much information as known and click
on the "Search” button. Click on the location desired to populate the
run farm.
State: Minnesota -
County: Rice -
City:
Postal Code:
| Search || Clear|

Bridgewater {Township of) Rice MM

Cannon City {Township of) Rice MM

Comus Rice MM

Cenniscn Rice MM 55018

Dundas Rice MN 55018

Epsom Rice MN

Erin {Township of) Rice MM

Faribault Rice MM EE021

Forest {Township of) Rice MM

Lonsdale Rice MM 55048

Records 1-10 of 35 Mext
Goto Page: 1.23..4

10. In the Phone and Fax text boxes, enter the appropriate contact numbers.

11. To select whether this destination will be active on the run forms or inactive, in the Active
section, select the appropriate option.

12. If creating a generic destination (e.g., nursing home), to allow users to enter a new
address whenever this option is used, select the User can enter a custom address for this
destination checkbox.

13. To save this new record, click OK.

6.4 Overview of Agencies Transferred To/From Setup

Run forms allow users to select an agency for a patient to be transferred to or from. When an agency is
set up for use, it can be selected from a drop down for easy form completion.

Viewing and Editing Transferring Agencies

| System administrators can view or edit the information for transferring agencies. Records on this
list can be selected from a run form.

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
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3. Under Resources, click Agency Transferred To/From.
A list of existing agency records appears.

Agency ID City County State Postal Code Active
fedit] Jefferson EMS 1851 Saint Cloud Stearns MH 56301 &
@] Kansas City, Kansas Fire Department 1854 Kansas City  Wyandotte KS 66101 &
fedit] Lakeville EMS 1853 Lakeville Dakota WMN 55044 a
@] Robertson Fire & Rescue 1852 Burnsville Dakota MN 55337 g

Records 1-4 of 4
Goto Page: ... 1

Add Agency Transferred To/From

4. To view the entire record or to open it for editing, click the name of the record.
5. To edit the record, use the provided fields to make changes and click OK.

Adding New Transferring Agencies

System administrators can create new records for agencies not currently in the system. These
records will then be available from run forms.

1. From the upper right, click Admin.

2. Under Run Forms, click Resources.
A sub-menu appears.

3. Under Resources, click Agency Transferred To/From.
A list of existing agency records appears.

Agency ID City Postal Code Active
@] Jefferson EMS 1851 Saint Cloud Stearns MN 56301 &
@] Kansas City, Kansas Fire Department 1854 Kansas City  Wyandotte KS 65101 &
fedit] Lakeville EMS 1853 Lakeville Dakota KN 55044 a
fsdii] Robertson Fire & Rescue 1852 Burnsvile  Dakota MN 55337 g

Records 1-4 of 4
Goto Page: ... 1

Add Agency Transferred To/From

4. Click Add Agency Transferred To/From.
The Add Agency Transferred To/From page appears.

Add Agency Transferred To/From
Agency Name +

Agency ID *
Address

Postal Code [] check to populate City, County, State from Postal Code.

City I Lookup
County I
State Ir.'linnesuta

Phone

Active @ ves ) No

Reset

* Required Fields

5. Use the provided fields to enter information about the agency.
6. When finished, to save the record to the system, click OK.
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6.5 Working with Mutual Aid Department Records

Each run form displays a list of all departments that can be selected as assisting with the incident. These
records include information about the department name, location and contact information, which is
automatically filled into a run form when the department is selected. System administrators can view or

edit this list, or add a new department.

Viewing and Editing Mutual Aid Department Records

" Administrators can view a list of all mutual aid departments and edit their records, if necessary.

1.
2.

3.

From the upper right, click Admin.
Under Run Forms, click Resources.

A sub-menu appears.
Under Resources, click Agency Transferred To/From.

A list of existing agency records appears.

Hame AgencyID City County State Postal Code Active
fedit] Jefferson EMS 1851 Saint Cloud Stearns MN 56301 &
fedit] Kansas City, Kansas Fire Department 1854 Kansas City  Wyandotte KS 66101 g
fedit] Lakevile EMS 1853 Lakeville Dakota MN 55044 a
[edit] Robertson Fire & Rescue 1852 Burnsville Dakota MN 55337 &

Records 1-4 of 4
Goto Page: ... 1

To find the correct department, if necessary, use the Previous and Next buttons or the
alphabet links at the top of the page.

To view the entire profile or edit a department, click the department’s name.

To edit the department information, enter the new information into the correct fields and

click OK.

Adding Mutual Aid Department Records

| System administrators can add new records for mutual aid departments that are not yet in the
system.

1.
2.

3.

From the upper right, click Admin.
Under Run Forms, click Resources.

A sub-menu appears.
Under Resources, click Agency Transferred To/From.

A list of existing agency records appears.

Hame Agency D City County State Postal Code Active
fedit] Jefferson EMS 1851 Saint Cloud Stearns MH 56301 &
fedit] Kansas City, Kansas Fire Department 1854 Kanszas City  Wyandotte KS 66101 &
fedit] Lakeville EMS 1853 Lakeville Dakota WMN 55044 a
[edit] Robertson Fire & Rescue 1852 Burnsville Dakota MN 55337 g

Records 1-4 of 4
Goto Page: ... 1
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4. Click Add Department.
The Add Department screen appears.

Add Department

Department Name: *
FOID *
Address
Postal Code [7] check to populate City, County, State from Postal Code.
City I Lookup
County I

State I Minnesota
Phone
Fax

Active @ ves ) No

* Required Fields

In the Department Name text box, type a name for the mutual aid department.

In the FDID text box, type that department’s fire department ID.
Using the provided location text boxes, type the destination’s address.

& HINT: To automatically enter the city, county and state information based on the
postal code of the destination, enter the postal code and select the Check to populate
City, County, State from Postal Code checkbox.

& HINT: To look up address information, click the Lookup button, enter as much
information as is known and click Search.

N oo

To search for a location, enter as much information as known and click
on the "Search” button. Click on the location desired to populate the
run form.
State: Minnesota -
County: Rice -
City:
Postal Code:
| Search | | Clear |

Bridgewater {Township of) Rice MM

Cannon City {Township of) Rice MM

Comus Rice MM

Dennison Rice MM E5018

Dundas Rice AN 55012

Epsom Rice MM

Erin {Township of) Rice MM

Faribault Rice MM 55021

Forest {Township of) Rice MM

Lonsdale Rice MM 550448

Records 1-10 of 35 Mext
Goto Page: 1 ..22 ... 4

10/21/2011 % I MAG E TREND INC. www.imagetrend.com




EMS STATE BRIDGE V.5.1 STATE ADMINISTRATOR GUIDE

Page |74

10.

In the Phone and Fax text boxes, enter the appropriate contact numbers.
To select whether this department will be active on the run forms or inactive, in the Active
section, select the appropriate option.
To save this new record, click OK.

6.6 Working with Patient Medication Records

EMS run reports allow staff members to keep record medications that patients are given. These
medications can be selected from a list, which is set in this section by the system administrator. All
medications that can be recorded should be included in this list.

Viewing and Editing Medication Records

| System administrators can view or edit a list of existing medication records. Records in this list
can be selected from a run form.

1.
2.

From the upper right, click Admin.
Under Run Forms, click Resources.
A sub-menu appears.
Under Resources, click Patient Medication List.
A list of existing medication records appears.

Setup > Medication View
A B C D E F G H I J K L M N o] P Q R s T U v w XY Z AN

Sort Order Generic Name Trade Name Description Dosage
fegil) 1 Patient Denies Medications. Patient Denies Medications.
feait] 2 Parent/Guardian Denies Medications  Parent/Guardian Denies Medications
e 2 Unable te Obtain Patient Medications  Unable to Obtain Patient Medications
fedit] 4 NKDA (Mo Known Drug Allergies) NKDA (Mo Known Drug Allergies)
@] 5 Unable to Obtain Allergies Unable to Obtain Allergies
fedii] Penicillin Penicillin
Sulfa Drug Allergy Sulfa Drug Allergy in full SULFOMAMIDE .
@] lodine Allergy ledine Allergy The term "allergy” i...
o] Sertraline HCL Zoloft Selective serotonin 25to 100 mg
Fexofenadine HCL Allegra Fexofenadine hydroch... 30, 60 or 180 mg tablets
@] Zolpidem Ambien Sedative-type drugt... Per Rx
@ Denepezil HCL Aricept Donepezil hydrochlor. 5 or 10 mg tablets
Hydroxyzine HCL Atarax Atarax is an antihis... Adutts The usual dose is 50 to...
@] Irbesartan Avapro Avapro is used to fr.. 150 to 300 mg per day
@ Cyclobenzaprine Flexeril Cyclobenzaprine acts. 30 to 60 mg per day

Records 1-15 of 491 Next

Goto Page:1..2345878910111213 14151617 ... 33
TRddMedication

To find the correct medication, if necessary, use the Previous and Next buttons or the
alphabet links at the top of the page.
To view the entire profile or edit a medication, click the medication’s name.
To edit the medication information, enter the new information into the correct fields and
click OK.

Adding Medication Records

| System administrators can add new records for medications that are not yet in the system.

1.
2.

From the upper right, click Admin.
Under Run Forms, click Resources.

A sub-menu appears.
Under Resources, click Patient Medication List.
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4. Click Add Medication.
The Add Medication screen appears.

Add Medication

Sort Order:

Generic Name:
Trade Name:
Description:

Do=sage:

In the Generic Name text box, type the medication’s generic name.

In the Trade Name text box, type the medication’s trade name.

In the Description text box, type more information about the medication.

In the Dosage test box, type the amount of this medication that should be taken.

& NOTE: This dosage will be entered into run forms as the default value.

9. To place this medication at a certain position in the list, in the Sort Order test box, type
the number of the position in which this medication should appear.

10. When finished, to add this record to the system, click Save.

©No !

6.7 Working with Run Form Statuses

Run forms can be marked with particular statuses to indicate any additional work that needs to be done or
to help sort records. In this section, system administrators can view, edit and set up these statuses. Once
statuses have been changed, system administrators can also choose to apply those changes to all
affected past records.

Viewing and Editing Run Form Statuses

System administrators can view a list of all possible run form statuses and edit individual statuses
if necessary.

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
3. Under Resources, click Run Status.
A list of existing run form statuses appears.

Setup > Run Status
A B c [} E F G H 1 1 K L M M o] P Q R g T u W W Koo Z Al
Status Sort Order Active Default Status
fedi) MiA 0 & &
In Progress 1 g m]
jedif| Completed 2 & a
fedif] Reguires Review ] & ]
jedi| Reviewed 4 g a
fedif] Closed 5 & [}
fedif) Biled 5 & a
Goto Page: .. 1

4. To find the correct status, if necessary, use the Previous and Next buttons or the
alphabet links at the top of the page.
5. To view the entire profile or edit a status, click its name.
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6. To edit the status information, enter the new information into the correct fields and click
OK.

Creating New Statuses

| System administrators can create new statuses by which to classify their run forms.

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
3. Under Resources, click Run Status.
A list of existing run form statuses appears.
4. Click Add Status.
The Add Status page appears.

Add Status

Status *

Sort Order 0 *

Active @ ves (O No

* Required Fields

In the Status text box, type the status.

In the Sort Order text box, type the number of the position in the list of statuses that this

status should appear.

7. To select whether this status should be active in the system or inactive, in the Active
section, select the appropriate option.

8. When finished, to save the new status, click OK.

The new status will not be available for new run forms.

oo

Updating Statuses for Past Run Reports

" Once a status has been edited or if a new status is added, past run reports can be altered to
reflect these changes. Any status can be selected to be replaced by a different status, and all
past run reports with the selected original status will be updated to the new status.

1. From the upper right, click Admin.

2. Under Run Forms, click Resources.
A sub-menu appears.

3. Under Resources, click Run Status.

4. Edit or add the desired status.

5. Click Mass Update Status.

6. From the From drop down menu, select the original status that should be replaced.

7. From the To drop down menu, select the new status that should replace the original
status.

8. Click Submit.

The changes are applied.

6.8 Working with the CMS Billing Calculator

The CMS Billing Calculator setup allows administrators to indicate what services they can bill for under
each CMS service level. This information will be used in the CMS Billing Calculator, if enabled.

\
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1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
3. Under Resources, click CMS Billing Calculations.
The CMS Billing Service Level Setup page appears.
CMS5 Billing Service Level Setup
Click on the following CMS Service Levels to =et up

requirements needed to =uggest or fill in 2pecific CMS
Service Level values within a run.

BLS

—i

BLS, Emergency

ALS, Level1

ALS, Level 1 Emergency
ALS, Level 2

Specialty Care Transport
Paramedic Intercept

Fixed Wing (Airplane)

W 0D =] o m e| La| Ra

Reotary Wing (Helicopter)

4. To change the sort order of the service levels, in the text boxes, type the desired sort order for
each level.

& NOTE: This order is based on national conventions. ImageTrend recommends not changing

this order without consulting an expert on this billing system to avoid errors in billing.
5. When finished, click Save.

6. To indicate what services can be billed for,
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a. Click the level for which to set up billed services.

b.

c.
d.
e.
7. Useth

The (Service Level) page appears.

Setup > CMS Billing Calculation Setup > ALS, Level 1

Disposition | Medications | Procedures | Vehicle Type |Type of Service Requested|Response Urgency | Crew Member Level

4315
4820
4825
4830
4835
804003
4340
4845

4850

804005

204008

4860

Data Element ID  IncidentiPatient Disposition

Cancelled

Dead at Scene

No Patient Found

No Treatment Reguired

Patient Refused Care

Standby Only - No Patient
Contacts

Treated and Released
Treated, Transferred Care

Treated, Transported by EMS
Treated, Transported by EMS
(ALS)

Treated, Transported by EMS
(BLS)

Treated, Transported by Private
Vehicle

—

"ALS, Level1" YN

O
]

EEROOOEOO

o=

To indicate that a service should be billed, select the checkbox.

To indicate that a service should not be billed, deselect the checkbox.
When finished, click Save.

To select additional services under this level, click the desired tab.

Repeat steps b-d for each tab.

8. Repeat steps 6—7 for all desired service levels.

6.9 Working with Message Types

e left menu to navigate back to the list of CMS service levels.

Message types allow you to categorize messages sent with the State Bridge inbox for easier

organization. System administrators can add or edit message types for use with the inbox. Once a type
has been edited or if a new type is added, past messages can be altered to reflect these changes. Any
type can be selected to be replaced by a different type, and all past messages with the selected original

status will be updated to the new status.

Adding a New Message Type

1.

From the upper right, click Admin.
2. Under Run Forms, click Resources.

A sub-menu appears.
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3. Under Resources, click Message Types.
The Message Types Setup page appears.

feaif) Biling 1 =& a
feat) Documentation 2 =g =g
fegi) Other 3 & a
feait] Protocol Deviation 4 & )
[eait] Research 5 [ a
feail) Fellow Up 5 & a
feat) Skills Review & & a
feail) testandy 3 ] ]

Add Message Type Mass Update Message Types

4. Click Add Message Type.
The Add Message Type page appears.

Edit Message Type

Meszage Type *

Sort Order *
Default ) ves @ No
Active () ves @ No

e e

* Required Fields

In the Message Type text box, type the name for the message type.

In the Sort Order text box, type the order that this type should have in the list of orders.
In the Default section, select whether this type should be selected by default for new
messages.

& HINT: Only one message type can be selected as the default.

8. Inthe Active section, select whether this type should be currently active and available for
use.

9. When finished, click OK.

No o

Viewing and Editing Existing Message Types

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
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3. Under Resources, click Message Types.
The Message Types Setup page appears.

feaif) Biling 1 =& a
feat) Documentation 2 =g =g
fegi) Other 3 & a
feait] Protocol Deviation 4 & )
[eait] Research 5 [ a
feail) Fellow Up 5 & a
feat) Skills Review & & a
feail) testandy 3 ] ]

Add Message Type Mass Update Message Types

4. Click the name of the desired message type.
The Edit Message Type page appears.

Edit Mes=zage Type

Message Type Documentation *

Sort Order 2 *
Defaut @ vyes ) Mo

Active @ ves (0 No

e

* Required Fields

5. Using the provided fields, make any desired changes.
6. When finished, to save any changes, click OK.

Mass Updating Message Types

Administrators can choose to update all messages of a certain type to be categorized as
a different type, if desired.

1. From the upper right, click Admin.

2. Under Run Forms, click Resources.
A sub-menu appears.

3. Under Resources, click Message Types.
The Message Types Setup page appears.

[eait) Biling 1 & a
fea) Documentation 2 g g
feaif) Other 3 =& a
feait] Protocol Deviation 4 g ]
fedil) Research 5 & ]
feait) Follow Up 5 & O
feat) Skills Review & & a
feail) testandy 8 a a
L
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4. Click Mass Update Message Types.
The Mass Update Message Types page appears.

Update Message Types

From: Billing -

To: Billing -

5. From the From drop down menu, select the type from which messages should be
updated.

6. From the To drop down menu, select the type to which messages should be
updated.

7. Click Submit.
The message types are updated.

6.10 Viewing Data Element Details

Each type of information that is collected in the State Bridge has its own data element. System
administrators can view a variety of information about these elements.

& NOTE: Users must be extremely familiar with the database that the application is built upon and the
NHTSA and NEMSIS codes in order to change any of this information, so please contact ImageTrend if
changes are needed.

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
3. Under Resources, click Data Elements.
A list of current data element tables appears.

Setup = Data Element Manager

ﬁ Export ALL Data Values ﬁ Export ACTIVE Data Values

I )
FHE1 Record Information

FHE2 Agency Information

HEZ2 Call Information

HE4 Personnel Information

HES Times
HEBG Patient
HET Billing

HES Scene

HE9 Situation

HE10 Trauma

[HE11  Situation/CPR
[+E12 Medical History
HE13  Marrative

HE14 Vital Signs

FHE15 Assessment Injury
HE16 Assessment Exam
HE1T  Interventions

4. To find a specific table or data element, in the Search Data Elements text box, type a keyword
and click Go.

5. To view the data elements within a particular table, click the corresponding View (Table Name)
Data Elements icon (.
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A list of the data elements within that table appears.

o e | o]

E1 Record Information
E2 Agency Information
E3 Call Information

= E4 Personnel Information

ME |=ment |Desaription | Action |
E41  Crew MemberID EEQE
E4.2 Crew Member Role EEQE
E4.3 Crew Member Level BEQE

6. To view more information about the data element, click the correct icon.

View Tag Details

Allows administrators access to tag properties, such as the element’s name, the date
it was modified, its properties (e.g., its location and name in the database or the
name of the file collecting the data) and the code used to generate the tag.

View Element Details
Enables administrators to view details for the corresponding data element, such as
the table containing the data element, its description and the field name.

View Mapping Details

If connections are set up to import or export data for this element, administrators can
view the paths mapped for those data exchanges.

View Resource Values "[;ﬁ
Administrators have access to a list of all fields that will appear on the run form for
this data element, and can choose to mark the field active (to display them on the run
form) or inactive (to hide them on the run form), or change the sort order.

Mapping Codes for Exports and Posting

In some cases, the names and codes that your agency uses may be different than those that are
used by someone you submit your data to, such as the state or a billing company. In this case,
you can “map” the codes so that the system knows to substitute the name and code used by the
organization you are exporting to when you perform an export or post your data.

This can be especially useful for items such as destinations. In this case, if the state records a
destination by its initials and your service spells out the name, mapping codes can allow you to
use the full name within your system but export the initials for the state.

Before you can map any hames or codes, you must know both the name and code that your
agency uses and the one that you need to export. If necessary, be sure to map both the name
and the code for a particular option. The Data Element Manager keeps track of all the codes and
names used by your agency, to which you will add the mapping information.

Mappings are created for both a particular data element (e.g., the destination transferred to code)
and a particular export set. This allows you to create different mappings for different exports; for
example, if you create exports for both a billing company and the state, and they use different
codes, you should have an export set for each and map those different codes.

1. From the upper right, click Admin.
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2. Under Run Forms, click Resources.
A sub-menu appears.

3. Under Resources, click Data Elements.
The Data Element Manager page appears.

ﬁ Export ALL Data Values ﬁ Export ACTIVE Data Values

Section Desoription

[[co]| Reset |

FE1 Record Information
HEZ  Agency Information
FE3  Call Information

FIE4  Personnel Information
FES Times

FIEE  Patient

FIET  Billing

FIEE  Scene

HES  Situation

HE10 Trauma

FHE11 Situation/CPR

FE12 Medical History
HE13 Marrative

FIE14 Vital Signs

HE15 Assessment Injury
FIE16 Assessment Exam
HE17 Interventions

FIE18 Medications

HE19 Procedures

[FE20 Disposition

#HE21 Medical Device Data
[FE22 OQutcome and Linkage
HEZ23 Miscellaneous

#D1  Agency General Infarmation

[ LAooneoy Contact Informaotion

4. To locate the code or name that your agency uses that needs to have a mapping, click

the View Information icons until you locate the desired code.
OR

a. Inthe Search Data Elements text box, type a name, code or portion of either.

b. Click Go.

& HINT: If you need to map destinations for transferring, the element IDs you

will need are E20.1 and E20.2.

. . . . - 2%
5. For the appropriate element, click the View Mapping Details icon .
The Mapping window appears.

Mapping > (E20.1)Destination Transferred To, Hame = Destination View Mapping -
Map Destination Dataport Service Export
&2 CARES Export Al )
feait] Firehouse Export FireHouse Software All &)
e Nemsis 2 NEMSIS Export Al i)
@) NEWSIS Export NEMSIS Export Al )
feaif] NEMSIS/MNISE 2.2 Import NHTSA/MISE 2.2 1 XML Data Exchange Al Y|
feait] Oceanside Insurance Carriers Oceanside Insurance Carriers All ﬁ
fedifl SweetSoft Amazon Export ImageTrend Support SweetSoft Amazon Export ImageTrend Support ﬁ
g2y Virginia Export Virginia Export Al LY
feaii) Zoll Rescuenet Biling Zoll RescueNet Biling Al Y|

Records 1-9 of 9
Goto Page: 1
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6. Click the name of the export set you want to add this mapping to.
The Data Sections page appears.

Data Sections > (E20.1)Destination Transferred To, Name Mapping Destination View Mapping -
1
1312 *ImageTrend/Lakeville Hospital 4
20002 Amie Holt Care Center g
80048 Aspen Winds g
5656345632 Banner Health g
22003 Bannodk Regional Medical Center =
53005 Bear Lake Memaoria| Hospital B
21002 Belle Fourche Health Care Cir &
10033 Big Finey Clinic (g
91010 Bladk Hills Rehsabilitstion Hosp. [
80018 Bonnie Bluejadket Mursing Home &
3333 Boone Medical Center (g
265249584 Boswell Hospital g
10010 Campbell County Memorial Hospital (g
80042 Canyan Hills Maner g

7. For each value that needs to be replaced by a code that the receiving system recognizes,
in the corresponding Mapped Code text box, type the new value.

8. Repeat step 7 for all values within this data element and export set.

9. When finished, from the bottom of the page, click Save.

6.11 Working with Chemical Names

You can set up the chemical names that will be available to select from the run form.

Viewing and Editing Chemical Names

System administrators can view a list of all possible chemical names and edit individual
chemicals if necessary.

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.
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3. Under Resources, click Chemical Names.
A list of existing chemical names appears.

o u

Chemical 1D

0138004
0045002
0392001
0335000
0374005
1715000
1834000
0255000
0130000
04028002
0001003
0147001
0208000
0238001
0083002

Chemical Name

(Chleromethyl) benzene
(Diethylamino) ethane
1,1,1-Trichloroethane
1,1,2,2-Tetrachloroethane
1,1,2-Trichloro-1,2 2-triflucroethane
1,1-DCE
1,1-Diftert-butylperoxy)cyclohexane
1,1-Dichloroethane
1,1-Dichleroethylene
1,1-Diethoxyethane
1,1-Difluoreethane
1,1-Diflucroethylene
1,1-Dimethylethane
1,1-Dimethylethyl hydreperoxide

| 1-15 0f 3,208 | First | Previous |

A

New

UM Number

1993
1733
1296
2831
1702

2179
2362
1303
1088
1030
1959
1969

mical

CAS Number

100-44-7
121-44-8
71-55-5
T9-34-5

T3-34-3
75-35-4
105-57-7
75-37-5

75-28-5
75-81-2

HIOSH File

npgd0404. html

npgd 0661 . html

npgd0652.html

RERRARRERERRERRR

Per Page iG] vl Page i vl

To find the correct chemical, if necessary, use the Previous and Next buttons or the

Search button.
To view the entire profile or edit a chemical, click its name.

To edit the chemical information, enter the new information into the correct fields and
click OK.

Creating New Chemical Names

System administrators can create new chemical names as needed.

1.
2.

From the upper right, click Admin.
Under Run Forms, click Resources.
A sub-menu appears.

Under Resources, click Chemical Names.
A list of existing chemical names appeatrs.

Chemical 1D

0135004
0045002
0382001
0335000
0374005
1715000
1834000
0&55000
0130000
0408002
0001003
0147001
0208000
0238001
0082002

Chemical Name

(Chloromethyl) benzene
(Diethylamino) ethane
1,1,1-Trichloroethane
1,1,2,2-Tetrachleroethane
1,1,2-Trichlore-1,2, 2-triflucreethane
1,1-DCE
1,1-Ditert-butylperoxyjcyclohexane
1,1-Dichloroethane
1,1-Dichloroethylene
1,1-Diethoxyethane
1,1-Diflucroethane
1,1-Difluoreethylens
1,1-Dimethylethane
1,1-Dimethylethyl hydroperoxide

| 1-15 0f 3,206 | First | Previous |

A

New

UM Number

1993
1738
1285
2831
1702

2179
2362
1303
1088
1030
1959
1969

mical

CAS Number

100-44-7
121-44-8
71-55-5
789-34-5

75-34-3
To-35-4
105-57-7
T3-37-5

T5-28-5
75-81-2

HIOS5H File

npgd 0404 html

npgd1651.html

npgd 0662 html

RRERENERRRRERER

Per Page ik 'l Page || 'l
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4. Click Add New Chemical.
The Add New Chemical page appears.

Add New Chemical

Chemical I *

Chemical Name *
UN Number

CAS Number

5. Inthe Chemical ID text box, type the unique ID for this chemical.

6. Inthe Chemical Name text box, type the chemical’'s name.

7. Inthe Sort Order text box, type the number of the position in the list of statuses that this
status should appear.

8. To select whether this status should be active in the system or inactive, in the Active
section, select the appropriate option.

9. When finished, to save the new status, click OK.
The new status will not be available for new run forms.

6.12 Overview of Reports and Narratives

Administrators have the option to deactivate certain reports or narratives if they are not used, or for
advanced users, to edit or upload customized reports or narratives.

The State Bridge controls the reports and narratives that are available for both the State Bridge system
and the Field Bridge system. The reports and narratives available for the State Bridge are by default
applied to the Field Bridge list, although that list can be changed in the Manage Field Bridge Options
section so that different reports and narratives are available from the Field Bridge or the State Bridge.

Deactivating Specific Reports or Narratives

If there are certain reports or narratives that your service does not use or that you would like to be
unavailable, you can deactivate them.

1. From the upper right, click Admin.
2. Under Run Forms, click Resources.
A sub-menu appears.

\
10/21/2011 é’% IMAGETREND INC. www.imagetrend.com




EMS STATE BRIDGE v.5.1 STATE ADMINISTRATOR GUIDE Page |87

3. Under Resources, click Reports and Narratives.
The Upload Reports and Narratives page appears.

Manage System Wide Default Reports & Narratives

This page iz uzed to manage the system wide default reports (Prehospital Care Reports, Biling Reports, Consent and Authorization
Forms etc.) and narratives. Customized Prehospital care reports or narratives can also be uploaded here by browsing to the
customized file and clicking the upload button below. The reports and narratives can be activated or deactivated by clicking the OJ
icon under the "Active” column.

System administrators can cheoose to give the individual services the capability to upload their own customized reports or narratives
as well by selecting "v'es” for the option listed below on this screen. If individual services have not customized their own reports,
the system default reports and narratives will autematically synchrenize to the ImageTrend EMS Field Bridge version 4 or higher upon
the next successful post.

File Name User Updated Date Updated Active

PDF Reports (13)

E] Biling Report ImageTrend Admin 02M17/09 16:44 &

Q Biling Report (Large Font) ImageTrend Admin 02/17/09 08:58 &

E] Comprehensive Report ImageTrend Admin 02/17/09 10:46 &

Q Comprehensive Report Without Biling ImageTrend Admin 02/17/09 10:46 &

E] Parent-Guardian Biling Authorization Form ImageTrend Admin 0217109 10:45 g

Q Parent-Guardian HIPAA Consent Form ImageTrend Admin 02/18/09 09:11 &

E] Parent-Guardian Waiver Of Liability Form ImageTrend Admin 02M17/09 10:48 ]

Q Patient Biling Autherization Form ImageTrend Admin 0217/09 10:48 &

E] Patient HIPA44 Conzent Form ImageTrend Admin 02M17/09 10:48 &

Q Patient Waiver Of Liability Form ImageTrend Admin 0217/09 10:48 &

E] Prehospital Care Report ImageTrend Admin 02M17/09 10:48 &

Q Prehospital Care Report (Large Font) ImageTrend Admin 0217/09 10:48 &

E] Signatures ImageTrend Admin 02M17/09 10:48 &

[arratives (2) |
.| Sequential Narrative Joe Zombie 03/10/09 05:56 &
. | SOAP Marrative ImageTrend Admin 03/09/09 14:15 &
[ Warrative Questions (1) |

CJ SOAP Narrative.guestions ImageTrend Admin 03/09/09 14:15 &

This section allows you to upload system wide default reports (acceptable file extension: xsl),
narratives (acceptable file extension: xslt), or narrative g i [ ptable file ext: i xml)

New fie

I

Give ability to services to upload their own customized reports, narratives or narrative questions to
synchronize to their EMS Field Bridge Units

@ ves O No

[E—

4. For the report(s) or narrative(s) to deactivate, deselect the Active checkbox.
The report(s) or narrative(s) are deactivated and will not be available for use from
the Field Bridge.

Uploading New Reports and Narratives

People who have knowledge of XML, XSL, XSLT and ImageTrend’s reports and narratives can
create custom reports, narratives and narrative questions. ImageTrend recommends not creating
new reports and narratives unless you are extremely familiar with the data structure and reports
and narratives used for the State Bridge and Field Bridge. Once these files have been created,
you can upload them to the State Bridge to be distributed to the Field Bridge. After uploading a
new report, narrative or narrative question, be sure to select whether this file should be active or
inactive.

1. From the upper right, click Admin.
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Under Run Forms, click Resources.

A sub-menu appears.

Under Resources, click Reports and Narratives.
The Upload Reports and Narratives page appears.

Manage System Wide Default Reports & Narratives

This page iz used to manage the system wide default reports (Prehozpital Care Reports, Biling Reports, Congent and Authorization
Forms etc.) and narratives. Customized Prehospital care reports or narratives can also be upleaded here by browsing to the
customized file and clicking the upload button below. The reports and narratives can be activated or deactivated by clicking the OJ
icon under the "Active” column.

System administrators can choose to give the individual services the capability to upload their own customized reports or narratives
as well by selecting ™es" for the option listed below on thiz screen. If individual services have not customized their own reports,
the system default reports and narratives will automatically synchronize to the ImageTrend EMS Field Bridge wersion 4 or higher upon
the next successful post.

File Name User Updated Date Updated Active

PDF Reports (13)

Q Biling Report ImageTrend Admin 0217/05 16:44 =

Q Biling Report (Large Font) ImageTrend Admin 02/17/09 08:58 g

Q Comprehensive Report ImageTrend Admin 0217/09 10:46 &

Q Comprehensive Report Without Billing ImageTrend Admin 02/17/09 10:46 &

Q Parent-Guardian Billing Authorization Form ImageTrend Admin 021705 10:46 &

Q Parent-Guardian HIPAA Consent Form ImageTrend Admin 02/18/09 09:11 &

Q Parent-Guardian Waiver Of Liability Form ImageTrend Admin 02M17/05 10:48 ]

Q Patient Biling Authorization Form ImageTrend Admin 0217/05 10:48 g

Q Patient HIPA& Censent Form ImageTrend Admin 0217/05 10:48 &

Q Patient Waiver Of Liability Form ImageTrend Admin 0217/09 10:48 &

Q Prehogzpital Care Report ImageTrend Admin 02M17/09 10:48 &

Q Prehoszpital Care Repoert (Large Font) ImageTrend Admin 0217/09 10:48 &

Q Signatures ImageTrend Admin 02M17/05 10:48 g

| Narratives (2) |

.| Sequential Marrative Joe Zombie 03/10/05 05:56 &

. | SOAP Narrative ImageTrend Admin 03/09/09 14:15 &

[ Marrative Questions (1) |

CJ S0AP Narrative guestions ImageTrend Admin 03/08/09 14:15 g

This =section allows you to upload system wide default reports (acceptable file extension: .xsl),
narratives (acceptable file extension: xslt), or narrative questions (acceptable file extension: .xml)

New fle:

[E—

Give ability to services to upload their own customized reports, narratives or narrative questions to
synchronize to their EMS Field Bridge Units

@ ves ) No

—

In the third section on the page, in the New file section, click Browse...
The Choose File dialog box appears.

Navigate to and select the desired file.

Click Open.

The Choose File dialog box closes.

Click Upload.

The file is added to the list of reports, narratives or narrative questions.
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Setting Field Bridge Report and Narrative Permissions

| Administrators have the option of allowing each service under the State Bridge the opportunity to
select which reports and narratives are available to their service and Field Bridge, or to upload
additional reports and narratives.

1.
2.

From the upper right, click Admin.

Under Run Forms, click Resources.

A sub-menu appears.

Under Resources, click Reports and Narratives.
The Upload Reports and Narratives page appears.

Manage System Wide Default Reports & Narratives

This page iz used to manage the system wide default reports (Prehospital Care Reports, Biling Reports, Conzent and Authorization
Forms etc.) and narratives. Customized Prehospital care reports or narratives can also be uploaded here by browsing to the
customized file and clicking the upload button below. The reports and narratives can be activated or deactivated by clicking the OJ
icon under the "Active” column.

System administrators can choose to give the individual services the capability to upload their own customized reports or narratives
as well by =electing ™es" for the option listed below on this screen. If individual services have not customized their own reports,
the system default reports and narratives will automatically synchronize to the ImageTrend EMS Field Bridge version 4 or higher upon
the next successful post.

File Name User Updated Date Updated Active

PDF Reports {13)

Q Biling Report ImageTrend Admin 0217/05 16:44 g

Q Biling Report (Large Font) ImageTrend Admin 02/17/05 08:58 g

Q Comprehensive Report ImageTrend Admin 0217/05 10:46 &

Q Comprehensive Report Without Billing ImageTrend Admin 0217109 10:46 &

Q Parent-Guardian Billing Authorization Form ImageTrend Admin 0217109 10:46 g

Q Parent-Guardian HIPA4 Consent Form ImageTrend Admin 0218/09 09:11 &

Q Parent-Guardian Waiver Of Liabilty Form ImageTrend Admin 02M17/09 10:48 O

Q Patient Biling Authorization Ferm ImageTrend Admin 0217/05 10:48 g

Q Patient HIPAA Consent Form ImageTrend Admin 0217/05 10:48 =

Q Patient Waiver Of Liability Form ImageTrend Admin 0217/09 10:48 &

Q Prehegpital Care Repert ImageTrend Admin 0217/09 10:48 &

Q Prehozpital Care Report (Large Font) ImageTrend Admin 02M17/09 10:48 &

Q Signatures ImageTrend Admin 02M7/09 10:48 =g

| Narratives (2) |

.| Sequential Marrative Joe Zombie 03/10/05 05:56 =

o | SOAP Narrative ImageTrend Admin 03/09/09 14:15 &

[ Narrative Questions (1) |

CJ S0AP Narrative guestions ImageTrend Admin 03/09/09 14:15 &

This section allows you to upload system wide default reports (acceptable file extension: .xsl),
narratives (acceptable file extension: xslt), or narrative questions (acceptable file extension: .xml)

New file: Browse...

I—

Give ability to services to upload their own customized reports, narratives or narrative questions to
synchronize to their EMS Field Bridge Units

@ ves ) No

—

4. From the last section of the page, select whether individual services included under this

State Bridge should be able to set up their own reports and narratives.

5. Click Submit.
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6.13 Adding a Custom Postal Code

If an agency needs to record calls for a postal code, city or county that is not currently in the system, you
can add it as a custom postal code. That will make this postal code information available to all services in
your State Bridge.

1.
2.

3.

B oo~

11.

From the upper right, click Admin.

Under Run Forms, click Resources.

A sub-menu appears.

Under Resources, click Postal Codes.

The Custom Postal Code Administration page appears.
Click Add a Custom Postal Code.

The Settings page appears.

Custom Postal Code Administration

“Postal Code Update Now

“State | - State - [+]

State FIPS

“County | - County -

County FIPS
- City

n Save |: Back

In the Postal Code text box, type the desired postal code.
OPTIONAL: To search for a record that may be in the system but not in use,
a. Click Update Now.
The Search Criteria page appears.

b. For the desired place, click the Add icon .
The information is entered.
From the State drop down menu, select the state for this postal code.
From the County drop down menu, select the county for this postal code.
In the City text box, type the name of the city for this postal code.

. In the City FIPS text box, type the FIPS code for the desired city.

OR
To search for the FIPS code,
a. Click Lookup.
The Search page appears.
b. Use the provided criteria to enter search criteria.
c. Click Search.
A list of search results appears.
d. For the desired place, click the Add icon .
The information is entered.
When finished, click Save.
The new postal code is added and is available for service use.
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6.14 Overview of Signatures Options

System administrators can view and change the consent text for forms requiring signatures. This can
include information for the standard consent forms as well as managing forms in other languages.
ImageTrend does not provide translations for signature text. When signature consent form text is
changed, the original text will still appear on forms that were submitted before the change.

Working with Consent Form Text

| System administrators can view or edit consent text for each form for each language that is
currently set up in the system.

1. From the upper right, click Admin.

2. Under Run Forms, click Signatures.
A sub-menu appears.

3. Under Signatures, click Signhature Text.

4. From the Signature Edit Setup table, in the Signature Section drop down menu, select
the category of signature.

5. From the Editable Signature Text drop down menu, select the form with the consent text
to work with.
The editable text appears.

Signature Edit Setup

Signature Section: Self/Patient -

Editable Signature Text: HIPAL Consent -

English - HIPAA Consent
Qur Notice of Privacy Practices provides information about how we may use and disclose protected
health information about you. You have the right to review our notice before gigning this consent. As
provided in our notice, the terms of our notice may change. If we change our notice, you may obtain a
revised copy. You have the right to request that we restrict how protected health information about
you is used or disclosed for treatment, payment or health care operations. We are not required to
agree to this restriction, but if we do, we are bound by our agreement. By =igning this form, you
coensent to our use and disclosure of protected health information about vou for treatment, payment or
health care operations. “ou have the right to revoke this consent, in writing, except where we have
already made disclosures in reliance on your prior consent Eee

Spanish - HIPAA Spanish
HIPAA Spanish

French - Title Mot Available.
Mot Translated.

German - German Patient Signature
German Text

Chinesge - Title Not Availabile.
Mot Translated.

6. To edit the text, click Edit.

7. Inthe text boxes for the text for each language, make the desired changes.
8. When finished, click Submit.
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Working with Consent Text Languages

Each form can be translated into other languages once that language has been set up in the
system as a category. System administrators can set up languages, which allow forms to be
classified as a language-specific form. ImageTrend does not provide translation services.

1. From the upper right, click Admin.
2. Under Run Forms, click Signatures.
A sub-menu appears.
3. Under Signatures, click Signature Languages.
A list of currently set up languages appears.
Language Setup

Enter the language that you would like to be displayed as a cheice on the run form.

English 0
Spanish 1
@ French 2
German 3
s

Chinese

-Snglrage

4. To change the order in the list in which a language appears,
a. Click the corresponding Edit button.

b. Inthe Sort Order text box, type the number of the new position.
c. Click Submit.

5. To add a new language,
a. Click Add New Language.
b. Inthe Language text box, type the name of the language.

c. Inthe Sort Order text box, type number of the language’s position in the list.
d. Click Add.

Working with Translated Form Labels

All fields that need to be completed on a form will have labels to show users where to respond.

These labels can be translated into any of the languages in the system. ImageTrend does not
provide translation services.

1. From the upper right, click Admin.
2. Under Run Forms, click Signatures.
A sub-menu appears.
3. Under Signatures, click Translated Signature Text.
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Fields appear for all labels that can be translated for each language.

Setup > Translated Signature Text Setup

| Agree

| Disagree

Not Applicable

Signature

Printed Name

Date:

Reset Signature

Relationship

Address

City

State

Phone

Enlarge

Concuerdo
Yo No Convengo

Mo Aplicable

Ciudad
Estado

Teléfono

4. In the provided fields for the correct language, provide the correct translation for the label.

5. When finished, click Save.
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CHAPTER 7

RUN FORM MANAGEMENT
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7.1 Chapter Overview

System administrators can work with the run form templates available in the system. These templates
allow services to have run forms for specific purposes that have common fields already filled out,
reducing completion time. (For example, a run form template for a cancelled call will already have
unnecessary information marked as not applicable, but will still leave information for the address and
patient information available.) This chapter explains how to set up new run forms or view and edit existing
forms, how to access information about individual fields and how to change the name or description of
tags or run forms.

7.2 Working with the Dynamic Run Form Editor

Using the State Bridge, administrators can create new custom run forms for the Field Bridge and State
Bridge or can edit existing templates. This allows you to create templates for specific common situations,
such as a cancelled call. In addition, you can rearrange the fields, panels and tabs in existing run forms to
make the run form specific to your agency. Please keep in mind that no additional instructions will be
available for filling out custom run forms, although all features will work in the same way.

Tips and Recommendations

¢ When beginning to work with creating or editing run forms, ImageTrend recommends that
you create a copy of the run form you are working with. Make changes to the copy to
prevent accidental changes to a necessary run form that is currently in use.

e When creating a new run form, it may be easier to copy an existing run form if much of
the information will be the same. This allows you to change, move or delete fields, panels
and tabs, without having to add all information in from scratch.

o New Field Bridge templates will not be copied to each Field Bridge until the Field Bridge
syncs with the State Bridge.

o If atemplate does not display multiple tabs for required fields, the run form may have a
low validity score due to fields that could not be completed.

¢ When working on a template, be sure that template is inactive until it is finished.
Otherwise, crew members may attempt to document a run on an unfinished run form.

Terms

| Understanding the following terms and how they relate to run form templates will help you to edit
and build dynamic run form templates.
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Tab

Completed (4] Smart Incident Report 3.1 ]

Panel A

-1 |

Trauma Cardiac Arrest

Dispatch Info Call Conditions

History

Narrative Billing Signatures

Assessment Vitals/Treatment

Date/Incident Number

STHMI Transport
Patient Info

I3

Call #

5B-111018-0181

Dispatch Assigned Incident #

5B-111018-0181

s3] ssuodsay

PCR # 1

=Dispatch Information™

Type of Ca

Label

TATETCapt

Dispatch ReZsom

EMD Performed ‘Yes, Vith Pre-Arrival Instructions

EMD Designation

Response Mode to
Scene

Treatment and
Transport
Disposition

e

Field/Control

EMD Card #

£ 1UoIERLEA

51000704 BAIIOY

€ 8 8080

*Incident Address*

Visibility Event

A visibility event allows you to display and hide run form information based on the data

entered into a run form.

Default Value

A default value is the data that will be entered in a field automatically when a new run form is

started.

Active/lnactive

An active item will be displayed and can be used. An inactive item will be hidden and cannot
be used, but can still be referenced by the administrator if necessary.

Run Form Template Structure

 When editing dynamic run form templates, you’ll find that there are several different “layers” of
editing for each template. At each layer, you will have access to different information for editing.

Layout Editor

There are several items that can be set up from the Layout Editor page that will not be
associated with any single template.

e New run forms

Run Form Template

Provider actions (will apply to all run form templates)

You can edit information for the entire run form template from the list of run forms, by
clicking the Edit icon. The following information can be edited at this level:

Template name
Template status (e.g., active, inactive)
Products that can use this template (e.g., Field Bridge, State Bridge)
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Tabs

You can edit the following information after clicking the View Tabs button for a template:

e Tab names and order
e Tab status (e.g., active, inactive)
e Run form header
e Visibility events
Panels
You can edit the following information after navigating to the tab and/or panel you want to
work with:
e Panel names and order
e Panel status (e.g., active or inactive, and expanded or collapsed)
¢ Physical layout of panels (e.g., number of rows or columns)
e Controls included in a panel

Controls
You can edit the following information when editing a specific control:

Margins, alignment, text and position of labels and text for fields
Position and size of the control

Default values to be selected for fields

Control status (e.g., active, inactive)

Editing the Name of a Template

| Using the State Bridge, administrators can change the name of an existing dynamic run form
template if necessary.

1. From the upper right, click Admin.

2. Under Product Settings, click Run Forms.
A sub-menu appears.

3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.

[ Home o) ‘ o
Template Actions:
Templates:
1
1 Default System ®  Fe/sB [0
2 Standard B System [ ] FB
12 Homeland Security [ ] System [ ] FB/SB M4
19 Canceled Call System [ ] FB
31 Test Run Form B sysem m  re/sB O
35 AZ B System W FB
36 EMS/Fire B Sysem ®m FB
37 Nashville B System B FB
38 Baton Rouge [ ] System [ | FB
39 WAFD Comprehensive Report W Sysem W FB e

10/21/2011

T2 IMAGETREND wiw.imagetrend.com




EMS STATE BRIDGE V.5.1 STATE ADMINISTRATOR GUIDE

Page |98

4. For the desired template, click Edit.
The Edit Template dialog box appears.

Template Id: 2

Template Text | Standard

Active Status g

5. Inthe Template Text text box, type the desired name for the template.
6. Click OK.
The name is changed.

Copying a Template

" You can copy a template for testing, to keep a backup copy before editing or to create a new
template similar to an existing one. When you copy a template, you must specify whether the
template should be copied for a specific service to use or should remain in the Admin section.

1. From the upper right, click Admin.

2. Under Product Settings, click Run Forms.
A sub-menu appears.

3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.

l Home (nfo) ‘E
Template Actions:
Templates:
T e 7 o 2 o I
1 Default System m  Fe/sB I
2 Standard B System W FB
12 Homeland Security W Sysem m /5B IR0
19 Canceled Call System W FB
31 Test Run Form B sSysem m /s8N
35 Az M System W FB
36 EMS/Fire B System W FB
37 Nashville B System W FB
38 Baton Rouge n System n FB
39 WAFD Coemprehensive Report [ ] System [ | FB (-]

4. To copy a template for a specific service to work with,
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a. Click Copy Template to Service.
The Copy a Template to a Service window appears.

Copy a Template to Service

SOUrCe: | ———
Template: | ———————

b. From the Source drop down menu, select where the template to be copied is
saved.

c. From the Template drop down menu, select which template to copy.

d. From the Target drop down menu, select the service to which this template
should be copied.

e. Click Copy.
When the template is copied, a confirmation dialog box appears.
f.  Click OK.

OR
To copy a template to the Admin section,
a. Click Copy Template to Here.
The Import/Copy a Template page appears.

Import/Copy a Template

Inactive
1 Default System kd

Standard System
Default Template ImageTrend
Standard Template ImageTrend
Homeland Security System

Canceled Call System

Test Run Form System

AZ System

I ECECCOR

EMS/Fire System

New Template

L]
Import Selected Template Cancel

b. Select the template to copy.
c. Inthe Template Name text box, type a name for the template.
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d. Click Import Selected Template.

A confirmation dialog box appears.
e. Click OK.

The new template is listed in the list.

Adding a New Template

if necessary, you can add a new template with no content included. From there, you can edit the
template to add tabs, panels and fields.

1. From the upper right, click Admin.

2. Under Product Settings, click Run Forms.
A sub-menu appears.

3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.

l Home (ko) ‘ 8
Template Actions:
Templates:
-] ] ]
1 Default System ®  Fe/sB IR0
2 Standard B System W FB
12 Homeland Security B System m  re/sB B
19 Canceled Call System [ ] FB
31 Test Run Form B sSysem m /s8N
35 AZ B System W FB
36 EMS/Fire B System ®m B
37 Nashville W System W FB
38 Baton Rouge n System n FB
39 WAFD Comprehensive Report [ ] System [ | FB -]

4. Click Add a New Template.
The Add Template dialog_] box appears.

Template Text [ j

Active Status g4

App Type Gl

5. Inthe Template Text text box, type the name of the new template.

6. To set this template as active and available for use, ensure that the Active Status
checkbox is selected.
OR
To set this template as inactive and not available for current use, deselect the Active
Status checkbox.

7. From the App Type drop down menu, select which application should be able to use this
template.
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8. When finished, click OK.
A confirmation dialog box appears.
9. To create the template, click OK.
10. Continue by editing the template to add tabs, panels and fields.

Adding a Tab

if necessary, you can add a new tab to any run form template.

1. From the upper right, click Admin.

2. Under Product Settings, click Run Forms.
A sub-menu appears.

3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.

4. For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.

5. Click the Add Tab icon.

Dispatch [n‘fjt_i Call Conditions ' Patient Info History Assessment Vitals/Treatment Trauma Cardiac Arrest STEMI Transport
edl

7
® Date/Incident Number B2 ]

The Add Tab dialog box appears.

Add Tab

6. Inthe Tab Text text box, type the name of the tab.

7. Inthe Tab Order text box, type a number corresponding to the order that this tab should
appear in the list of tabs (e.qg., 1 for first).

8. To set this tab as active and visible, ensure that the Active Status checkbox is selected.
OR
To set this tab is inactive and not visible on this run form, deselect the Active Status
checkbox.

& HINTS:
If the template containing this tab is marked as inactive, the tab will not be displayed to
anyone even if it is set as active.
It can be a good idea to mark a tab as inactive until you are finished with it, if the run form
you are adding it to is currently active and being used. This will allow you to finish
creating and testing the new tab before providers start using it to document.

9. When finished, click OK.
The tab is added.

& HINT: After adding the tab, there will be no content. You will need to add panels and
fields to see form content within the tab.
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Adding a Panel

" You can add a new panel to any tab in a run form template. When adding a panel, you may want
to have some idea of how many fields you would like to include so that you can set a number of
rows and columns for the panel.

1. From the upper right, click Admin.
2. Under Product Settings, click Run Forms.
A sub-menu appears.
3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.
4. For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.
5. Click the name of the tab to which you want to add a panel.
6. Atthe bottom of the list of panels, click the Add icon.

Narrative Billing Signatures

Panel Text
Fow Count 1
Column Count 1

Panel Order 1

Is Expanded
Active Status

=1 KN

7. Inthe Panel Text text box, type the name of the panel.

8. Inthe Row Count and Column Count text boxes, type the number or rows and columns
wide and tall this panel should appear.

9. To determine where this panel should appear in relation to the other panels in the tab
(e.g., first, second), in the Panel Order text box, type this panel’s position.

10. To indicate whether this panel should be open or closed by default when the tab is
opened, select (open) or deselect (closed) the Is Expanded checkbox.

11. To indicate that this panel should currently be available on the run form, select the Active
Status checkbox.
OR
To indicate that this panel should be saved but not visible on the run form, deselect the
Active Status checkbox.
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12.

When finished, click OK.
The panel is added.

& HINT: After adding the tab, there will be no content. You will need to add panels and
fields to see form content within the tab.

Editing a Panel

 After you have set a panel up, you can make changes to it if you need to. Making changes to the
panel itself can allow you to change the name, size, order or status of the panel.

1.
2.

3.

10.

From the upper right, click Admin.
Under Product Settings, click Run Forms.

A sub-menu appears.

Under Run Forms, click Layout Editor.

The Layout Editor page appears.

For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.

Click the name of the tab containing the panel.

For the panel you want to change, click the Edit button.

The Edit Panel dialog box appears.

Edit Panel

Panel Text AMA Questions

Fow Count 1 [+
Column Count 1

Panel Order 1
Is Expanded [

Active Status

b o

Move Panel to Tab:

Tab: S WE

“

To change the title, in the Panel Text text box, type the desired name.

To change the number of rows or columns in the panel (e.g., to change the size or the
number of spaces that fields will have to fit within), in the Row Count or Column Count
sections, type the desired number or use the More [21 and Fewer [=] icons to select the
number.

To change the panel’s order in relation to the other panels within this tab, in the Panel
Order section, type the desired number or use the More [£] and Fewer [=] icons to
select the number.

To indicate whether this panel should be open or closed by default when the tab is
opened, select (open) or deselect (closed) the Is Expanded checkbox.
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11. To indicate that this panel should currently be available on the run form, select the Active

Status checkbox.

OR

To indicate that this panel should be saved but not visible on the run form, deselect the
Active Status checkbox.

12. When finished, click OK.

Moving a Panel

You can move an entire panel to a new tab when editing a panel.

1.
2.

3.

From the upper right, click Admin.
Under Product Settings, click Run Forms.

A sub-menu appears.

Under Run Forms, click Layout Editor.

The Layout Editor page appears.

For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.

Click the name of the tab containing the panel.

For the panel you want to change, click the Edit button.

The Edit Panel dialog box appears.

Edit Panel

Panel Text AMA Questions

Fow Count 1 Eﬂ
Column Count 1 E

Panel Order 1 Bg
Is Expanded [

Active Status

b o

Move Panel to Tab:

Tab: S WE

“

In the Move Panel to Tab section, from the Tab drop down menu, select the new tab in
which this panel should appear.

& HINT: When moving a panel, you will want to open the new tab to make sure the
panel order is correct after moving the panel.

Click OK.

The panel is moved to the new tab and removed from the current tab.
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Adding a Field

If there is an empty space in a panel, you can add a field to it. If you want to add a field to a panel
with no space, you will need to edit the panel to add additional rows and/or columns to make
room for the new field.

1.
2.

3.

From the upper right, click Admin.

Under Product Settings, click Run Forms.

A sub-menu appears.

Under Run Forms, click Layout Editor.

The Layout Editor page appears.

For the template you want to edit, click the View Tabs button.

A list of tabs for the run form appears.

Click the name of the tab containing the panel.

If necessary, to expand the panel you want to add the field to, click the Expand icon.

Narrative Billing Signatures

Questions &I

Place your mouse above the empty space that you want to add the field to.
The Add Control button appears.
Click Add Control.

The Add Control dialog box appears.
Control Toolbox x

Add Control

)

B advanced Search

View Selected Control

In the Search text box, type the name or part of the name of the field you want to add.
OR
To search by different criteria,
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a. Click Advanced Search.
Additional search options appear.

o

B Advanced Search

b. Use the provided fields to enter your search criteria.
10. Click Search.
A list of all fields matching your criteria appears.
11. Select the field you want to add.
12. Click View Selected Control.

A preview of the field you selected appears.
Control Toolbox X

Add Control Control Details

Control ID: 226
Type: Parent Control

Description: AMA Parent Control

B AMA is Attached to this Incident

® AGAINST MEDICAL ADVICE, refuse medical care, transportation, and/or
L REQUEST RELEASE, as I do not feel my condition requires emergency ¢

. ] [&]
List Specific Items Refused
Patient/Guardian reason for AMA ﬁ

13. If this is the correct field, click Add Control.
The field is added to the panel.
OR
If this is the incorrect field,
a. Click Back.
You are returned to the Search page.
b. Repeat steps 9-13 until the desired field is added.

4

Moving Fields

" You can move a field to a new location in its panel as long as there is an empty space for the field
to be placed in.

1. From the upper right, click Admin.

2. Under Product Settings, click Run Forms.
A sub-menu appears.

3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.
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4. For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.

5. Click the name of the tab containing the panel.

6. If necessary, to expand the panel containing the field you want to move, click the Expand
icon.

MNarrative Billing Signatures

Questions ET
E3

L

7. To move the field by dragging it to the new location,
a. Click and hold the field to move.
b. Drag your mouse over the empty space for the field and release the mouse.

& HINT: Fields must be moved to empty spaces. To switch the position of two
fields, you will need to create a new space for the first field to go while moving
the second field, and remove the extra space after the fields are in place.

OR
To move the field by entering the desired position on the grid,
a. Hover your mouse above the desired field.
An Edit button appears at the right of the field.

2 Billing Information|sdit/

Primary Method of Payment (. eoit

¥ Medical Necessity! <t/
¥ Insurance Informationledit|
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The Edit Control dialog box appears.

Edit Control

Rowjo (3]
crdcoumnlo ]
Row Span I 1 E

Ea'ﬁail ;r'imary Met;l;(;] ‘
Label Width | 235
Label Margin |s ]

Column Span g
Margin I 5,5,5,5
Control Height | o )

Control Max Width | Y

Label Text Alignment | Right i
Label Vertical Alignment l Center ‘—-
Label Horizontal Alignment létretch i
Label Position | Left iy J

Add Default Value [

Save & Close

b. To change the field’s positioning, in the Grid Row and Grid Column, select the
desired column and row number for where this field should appear (e.g., 3" row
in the second column).

c. Click Save and Close.

The field is moved

 Editing a Field

* When editing a field, you can make changes to things including the label for that field, how big the
field is, whether people will be able to use the spell checker tool for the field, and whether there is
any default value selected for this field.

1.
2.

3.

From the upper right, click Admin.

Under Product Settings, click Run Forms.

A sub-menu appears.

Under Run Forms, click Layout Editor.

The Layout Editor page appears.

For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.

Click the name of the tab containing the panel.
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6. If necessary, to expand the panel containing the field you want to edit, click the Expand
icon.

Narrative Billing Signatures

QuestionsE

7. Place your mouse above the field you want to edit.
The Edit button appears in the upper right corner of the field.

B AMA Questions X

B AMA is Attached to this Incident ED

® AGAINST MEDICAL ADVICE, refuse medical care, transportation, and/or advice by this agen
b REQUEST RELEASE, as I do not feel my condition requires emergency care and/or transport

List Specific Items Refused
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8.

9.

10

11

12

13

14

15

Click the Edit button for the field.
The Edit Control dialog box appears.

Edit Control

Control 226
Control ID: 226
Controf Info ==
Positioning Properties: 1 Label Properties: 1

Grid Row 05 Label
Grid Column 05 Label Width

Row Span 1 s Label Margin 5

[ ]

e 16 Label Text Alignment m

Margin 5 Label Vertical Alignment
Control Height Label Horizontal Alignment [0 =10
Control Max Width Label Position

Other Properties: iew/Edit Child Controls

Active Status Row Count | 15 5

Column Count 43

To change the field’s positioning, in the Grid Row and Grid Column, select the desired
column and row number.

. To change the number of columns or rows tall or wide a field covers, in the Row Span
and Column Span sections, select the desired number of columns wide or tall the field
should be.

. To set a margin around the field, in the Margin text box, type the number of pixels that
should surround the field on each side.

& HINT: If you enter one number, that number of pixels will be applied on all sides of the
field. If you enter two numbers, the first number will be applied to the left and right of the
label and the second number will be applied to the top and bottom of the label. If you
enter four numbers, the numbers will be applied in order as top, right, bottom, left.

. To set a height for the field (in pixels), in the Control Height text box, type the desired
number of pixels tall the field should be.

. To set a maximum number of pixels wide that a field can be, in the Control Max Width
text box, type the maximum number of pixels wide the field can be.

&  NOTE: If the field is not this wide, it will take up as much space as it needs, and will
not stretch to fit this number.

. To change the text labeling the field, in the Label Properties section, in the Label text box,
type the new desired text.

. To change the amount of space that should be allowed for the label, in the Label Width
text box, type the number of pixels wide the label should appear to be.

A

-

|
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16.

17.

18.

19.

20.

21.

22.

23.
24,
25.

To change the amount of space surrounding the label, in the Label Margin text box, type
the number of pixels that should be used as a margin.

& HINT: If you enter one number, that number of pixels will be applied on all sides of the
field. If you enter two numbers, the first number will be applied to the left and right of the
label and the second number will be applied to the top and bottom of the label. If you
enter four numbers, the numbers will be applied in order as top, right, bottom, left.

To change the alignment of the label’s text within the space for the label, from the Label
Text Alignment drop down menu, select the desired alignment.

To change the alignment of the space allowed for the label within the space for the field,
from the Label Vertical Alignment and the Label Horizontal Alignment drop down menus,
select the alignment of the label within the grid.

To select whether the label should be positioned to the left of the field or on top of the
field, from the Label Position drop down menu, select the desired position.

To set this field as active and currently available in the run form, in the Other Properties
section, select the Active Status checkbox.

OR

To set this field as inactive and not visible on the run form, in the Other Properties
section, deselect the Active Status checkbox.

To add content to a field with non-editable content (e.g., the text on a button or a single
checkbox), in the Content text box, type the content.

&' HINT: Be careful about which field you add content to, as you may accidently add text
over a field and prevent the user from seeing the area in which they should respond.

To add a value that should be selected by default, click Add Default Value.

The Edit Control dialog box appears.

& NOTE: Not all fields will allow you to select a default value. If you do not see the Add
Default Value button, this option is not available.

Edit Control

Control Id: 195

[ ot et N |

From the Default Value drop down menu, select the desired value.

Click Back.

To enable a spell check feature for this field, in the Other Properties section, select Spell
Check On.

& NOTE: Not all fields will allow you to enable spell check. If you do not see the Spell
Check On checkbox, this option is not available.
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26. To change the number of rows or columns within this field, in the Other Properties
section, use the Row Count and Column Count fields to select the desired number of
rows or columns in the field.

& NOTE: Not all fields contain multiple columns. If you do not see the Row Count and
Column Count text boxes within the Other Properties section, this option is not available.
27. If this field contains another control that you would like to work with,
a. Click View/Edit Child Controls.
The panel is previewed in the Edit Control dialog box.
& NOTE: Not all fields have additional fields within them. If you do not see the
View/Edit Child Controls button, this option is not available.

Edit Control x

Control 226 Child Controls
Edit Child Controls
W AMA is Attached to this Incident 5 B
® AGAINST MEDICAL ADVICE, refuse medical c
® REQUEST RELEASE, as I do not feel my cond
O EE— o
List Specific Ttems ERefused : :
Patient/Guardian ré:asun for AMA : | _-i-_
Patient/Guardian a:itemaﬁve plan i i
Who (family/friends) with patient : : +
now? : ; :
P T [ D PR i T u
4

b. Hover your mouse over the control you want to edit until the Edit button appears.
c. Click the Edit button for that field.
Information for the selected field appears.
d. Repeat steps 9-27 until this field is configured as desired.
e. When finished, click Save & Back.
OR
To move back to the previous pages without saving, click the appropriate page
from the top of the dialog box.

& HINT: As you continue to click through the fields without going back, the
pages and controls you see will be displayed in order in a “breadcrumb trail” at
the top of the dialog box. You can click a link here to jump back to a previous
page at any time. When you do this, all links listed after the one you click will be
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cleared.

Edit Control

Control 226 Child Controls Control 593
Control ID: 593

Label Properties:

[Pusitiuning Prop :
Grid Row | 1 =

28. When finished with all editing, click Save & Close.

Deleting a Field

At times, you may need to delete a field in order to replace it with a different one. Be sure to pay
attention to validation rules related to any fields you delete, as providers will not be able to
complete a run form to 100% if you delete a required field.

1. From the upper right, click Admin.
2. Under Product Settings, click Run Forms.
A sub-menu appears.
3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.
4. For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.
5. Click the name of the tab containing the panel.
6. If necessary, to expand the panel containing the field you want to remove, click the
Expand icon.

Narrative Billing Signatures AMA Tab

edit

Questions &

L9

7. Place your mouse above the field you want to remove.
The Edit button appears in the upper right corner of the field.

® AMA Questions BT

B AMA is Attached to this Incident ot

® AGAINST MEDICAL ADVICE, refuse medical care, transportation, and/or advice by this agen
® REQUEST RELEASE, as I do not feel my condition requires emergency care and/or trangport

List Specific Items Refused

8. Click the Edit button for the field.
The Edit Control dialog box appears.
9. Click Delete.
A confirmation dialog box appears.
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10. Click OK.

The control is removed.

Adding a Visibility Event for a Template

Visibility events allow you to show or hide specific parts of the run form template based on data
entered into a run form. This reduces the number of unnecessary fields; for example, you could
set a visibility event up to hide the Pregnancy field if the patient is male. Visibility events can be
set up differently for each run form.

When setting up visibility events, you'll want to be aware of any validity rules based around fields
that are being hidden. If you hide a required field, providers will not be able to finish a run form to
100% completion.

1. From the upper right, click Admin.
2. Under Product Settings, click Run Forms.
A sub-menu appears.
3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.
4. For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.
5. From the toolbar at the top of the page, click Edit Visibility Events.
l Home Edit Incident Report 3.1 In Progress )
Edit Visibility Events
Show Grid Lines M Show Control Boundaries ™ Shi# Inactive Panels M Show Inactive Tabs
The Event Visibility page appears.
Home Edit Incident Report 3.1 In Progress Event Visibility iy ‘
N
: m B
763 Hide pregnancy for male
764 Disposition_Dead-At-Scene
765  STEMI_STEMI Triage Criteria
766 Disposition_Treated Transferred Care_(Nontransport) H=s(s
767 Disposition_Treated Transported by EMS (BLS)
768 Disposition_Cancelled
U2 IMAGETREND i
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6. Click Add Hide Event.

9.

The fields appear at the bottom of the page.

768 Disposition_Cancelled
&
Event Id: 0
Description:
Affected UI:
Hide Items in a Control Hide Control Hide Panel

Event Comparisons:

Logic that will hide UL if evaulated to true

Add Cause Comparison

In the Description text box, type a descriptive name for this event.

& HINT: Providers will never see this name, but it can be a very helpful way to keep
track of which visibility event is which in case you need to make changes later. Since the
criteria set up with visibility events can become quite complex, it is easiest to create a
descriptive name to help you organize your visibility events.

To select whether you are going to show fields when specific criteria are met, or hide
them, click the Show/Hide icon.

= HINT: If the Hide option is highlighted, you will be selecting items to hide when criteria

are met. If the Show option is highlighted, you will be selecting items that will only be
displayed if the criteria are met. The text in the rest of the panel will not change based on
whether you have selected to show or hide fields.

In the Affected Ul section, click the appropriate button for the item you want to show or
hide (e.qg., a specific control, options available from a control or an entire panel).

10. For items in a control,

a. From the Find Control for Event dialog box, search for the control containing the
items you want to show or hide.
b. Select the desired control.
c. Click View Selected Control.
A preview of the control appears.
d. Click Add Control.
The control appears in the Affected Ul section with a list of options.
Affected UIL:
In INC?Bam‘erPaﬁentCare.Earrii;tt;ei::n:?s’vglfﬁ&g Combative patient 9
Developmentally Impaired
Hearing Impaired
Language ﬂ
e. Select all options to show or hide according to this visibility event.

& HINT: To select an item, click it once. To deselect the item, click it again.

11. For controls,

a. From the Find Control for Event dialog box, search for the control to show or
hide.

b. Select the desired control.

c. Click View Selected Control.

A preview of the field appears.
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d. Click Add Control.
The field is added to the Affected Ul section.
12. For panels,
a. From the Select a Panel dialog box, select the panel to be hidden or displayed.
b. Click OK.
The panel is added to the Affected Ul section.
13. To add the criteria which will determine whether the items are displayed or hidden,
a. Inthe Event Comparisons section, click Add Cause Comparison.
b. Inthe Select a control as a cause to the event section, click Select Control.
The Find Control for Event section appears.
c. Use the search criteria to locate the field that will contain the values determining
whether items are displayed or hidden.
EXAMPLE: If you are creating a rule to hide the Pregnancy field when the patient
is male, you will search for the Gender field in this step.
d. Select the desired field.
e. Click View Selected Control.
A preview of the field appears.
f. Click Add Control.
Additional fields appear in the Event Comparisons section.

Event Comparisons:
Logic that will hide UI if evaulated to true

(] me_patient  Gender UGG W () fodfers: Bl

g. From the first drop down menu after the control name, select the desired
operator (e.g., equals)

h. If necessary, to make the criteria negative (e.g., if the sections should be hidden
only if a specific value is NOT selected), in the Modifiers section, click Negate.

i. From the second drop down menu, select the desired value that should trigger
the visibility event to hide or display the selected items.

j-  To add additional criteria, repeat steps a—i.

k. OPTIONAL: To relate this criterion to a previous criterion, from the first drop
down menu, select whether both criteria must be met (And) or only one of them
(Or).

& NOTE: If both And and Or are used within one set of criteria, you will need to
use the parentheses from the Modifiers section to group criteria together.

I.  When finished, click Save Event.

The visibility event is saved.

Setting Default Values for a Template

Default values will be automatically selected on run forms using the template that the value was
set up in. You can assign default values individually by editing specific fields, or you can set
defaults from a list of all fields that can contain default values. This section will examine how to
set default values from a list of fields.

1. From the upper right, click Admin.

2. Under Product Settings, click Run Forms.
A sub-menu appears.

3. Under Run Forms, click Layout Editor.
The Layout Editor page appears.

4. For the template you want to edit, click the View Tabs button.
A list of tabs for the run form appears.

\
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5. From the toolbar at the top of the page, click Template Default Values.

(Info)

I Home Edit Incident Report 3.1 In Progress

{ Edit Run Header Edit Response Times Edit Visibility Events Template Default Values }

Show Grid Lines ™ Show Control Boundaries ™ Show Inactive Panels Show Inactive Tabs

Dispatch Info Call Conditions Patient Info History Assessment Vitals/Treatment Trauma Cardiac Arrest STEMI Transport

The Template Defaults page appears.

Setup > Run Form Management > Launch Layout Editor

l Home Edit Incident Report 3.1 In Progress Template Defaults (Info) ‘ 8

INC_SituationTrauma IntentOfInjury
INC_Patient BL_Color
INC_Intervention ProtocolsUsed
INC_Patient CountryFIPS
INC_PriorAidPerformedBy PriorAidPerformedBy

6. For the field you want to change default values for, click Edit.
The Default Value dialog box appears.

| oeeurvae EX SIS T |

Save % Back

B 4

7. Select the desired default value.

OR

To remove a default value that is currently assigned, click Clear Default Value.
8. When finished, click Save & Back.

The changes are saved.
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Setting Up Provider Actions

Provider actions allow you to group together procedure and vitals fields to quickly document
important information for a specific action. You can create multiple provider actions, each of
which will apply to all templates that collect provider actions.

1.
2.

3.

5.

From the upper right, click Admin.

Under Product Settings, click Run Forms.

A sub-menu appears.

Under Run Forms, click Layout Editor.

The Layout Editor page appears.

From the Template Actions toolbar at the top of the page, click Manage Provider Actions.
The Manage Provider Actions page appears.

Setup > Run Form Management > Launch Layout Editor

Home Manage Provider Actions L5

=
Add New
Co— T N

Blood Glucose System

Vitals and Assessment System
EKG System | [Ss[is
Intubation System [

Click Add New.
The Add Provider Action dialog box appears.

Add Provider Actionx

Description
Active Status
Row Count 3

Column Count 2

“

In the Description text box, type a name for this provider action.

& HINT: This will be the name that providers see when filling out a run form, so make
sure that it is a descriptive name that will help them know when to document using this
provider action.

To mark this provider action as available for use on run forms, select the Active Status
checkbox.
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OR
To mark this provider action as not available for use on run forms but available for
reference by administrators, deselect the Active Status checkbox.

8. Inthe Row Count and Column Count text boxes, type the number of rows and columns
that should be available to place fields in.

9. Click OK.
The grid is generated for the provider action.

Setup > Run Form Management > Launch Layout Editor

Home Manage Provider Actions

Pain Management [

___________________________________________________________________________________________________

10. Add and remove fields to the provider action in the same way that you would add them to
any panel in the dynamic run form.
As you add and change the provider action it is automatically saved.
& HINTS:
For more information about adding fields, please refer to the Adding a Field section.
For information about removing any of the fields that are currently in the provider action,
please refer to the Deleting a Field section.

7.3 Adding and Editing Standard Run Forms

System administrators can edit standard EMS run forms that have already been created or can create
new custom run forms. These forms can be altered to show different tabs, different summary information
or the positioning of the fields already included in the form. When creating a new run form, please keep in
mind the validity rules that are in place for this system. If a required field is not displayed on a run form,
providers using that run form will not be able to complete the field and will not be able to achieve a 100%
validity score.

Adding New Run Forms

" After the basic information for a new run is added, it must be edited to configure the tabs and
fields that will appear.

1. From the top right, click Admin.

2. Under Run Forms, click Templates & Permissions.
A sub-menu appears.

3. Under Templates & Permissions, click Run Form Templates.
The Run Forms page appears.

Default Template
1 Cancelled Call EMS3 121372008 121372008 12/13/2025 ] [m]
1.0 EMS Run Form with Fire EM3 04/17/2008 04/17/2008 04/17/2010 g g
230 Incident Run Form ver 2.3 EMS3 06/20/2005 06/20/2005 09/20/2026 ] =
10 NFIRS Fire Incident Form Fire 04/17/2008 04/17/2008 04/17/2010 o g
Goto Page:

4. Click Add New Form.
5. Inthe Title text box, type a name for the form.
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6. Inthe Date Start text box, type the first date that this form should be available for use.
OR

=
To select the date from a calendar, click the correct Calendar icon and click the date.
7. Inthe Date End text box, type the last date that this form should be available for use.
OR

To select the date from a calendar, click the correct Calendar icon and click the date.
8. Inthe Version Code text box, type the version of the run form.
9. From the Category drop down menu, select the type of run form.
10. In the Please enter the Form description text box, type a description or any clarifying
details about the form.
11. When finished, click Save.
The run form opens for editing.
12. Using the options from the | want to drop down menu, format the new run form as
desired.

& HINT: For more information, please refer to Editing Existing Run Forms and
Formatting Run Form Options.

Editing EXxisting Run Forms

| System administrators can edit the information available on run forms.

1. From the top right, click Admin.

2. Under Run Forms, click Templates & Permissions.
A sub-menu appears.

3. Under Templates & Permissions, click Run Form Templates.
The Run Forms page appears.

Created Default Template Active
1 Cancelled Call EMZ 12/12/2008 12/12/2008 12/12/2025 O [m]
1.0 EMS Run Form with Fire EMS 04/17/2006 04/17/2008 04/17/2010 g g
230 Incident Run Form ver 2.3 EMS 06/20/2005 06/20/2005 09/20/2026 O &
1.0 NFIRS Fire Incident Form Fire 04/17/2008 04/17/2008 04/17/2010 O &
Goto Page:

4. From the list of run forms, click the form to edit.
5. To work with tabs, from the | want to drop down menu, select Tab View.

= HINT: For more information about working with tabs, please refer to Formatting Run
Form Options.

6. To change the summary information about the form, from the | want to drop down menu,
select Edit Form Information.

& HINT: For more information about working with summary information, please refer to
Formatting Run Form Options.

7. To edit the fields available in each tab or their placement in the run form, from the | want
to drop down menu, select Edit Layout/Sections.

& HINT: For more information about editing fields in the run form, please refer to
Formatting Run Form Options.

8. To preview the run form as it will appear to system users, from the | want to drop down
menu, select Preview Layout.

Formatting Run Form Options

" Run forms can be edited by changing the available tabs and fields or the summary information.
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Working with Run Form Tabs

All information in run forms is organized into tabs. System administrators can edit the
tabs that are available or the order in which those tabs appear.
1. Once the run form has been opened for editing, from the | want to drop down
menu, click Tab View.

Page Details

Order Tab Name Delete
1 Incident Info @
2 Callnfo @
3 Dremegraphic @
4 History @
5 Azszessment @
6 Vitals/Treatments @
T Narrative @
8 Biling @
9 Signatures @
91 Fire @
11 New Page

[ Save ] [ Reset ]

2. Torename atab, in the correct Tab Name text box, type the new name.
3. To rearrange the order in which the tabs appear on a run form, in the Order text
boxes, type the numbers corresponding to each item’s desired placement.
4. To add a new tab,
a. From the last row, In the Tab Name text box, type a name for the tab.
b. Inthe Order text box, type the number corresponding to the new tab’s
desired position in the list of tabs.
c. Click Save.
d. Edit the fields available in the tab.

& HINT: For more information, please refer to Working with Run Form
Fields.
5. When finished, to keep any changes, click Save.

Working with Summary Information

Summary information includes the title and description of the run form, the category in
which it belongs (e.g., EMS or fire), the dates during which it should be available for use
and the form’s version. System administrators can alter this to make run forms conform to
their needs.
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1.

wn

7.

Once the run form has been opened for editing, from the | want to drop down

menu, click Edit Form Information.

Title: EMS Run Form with Fire * Version Code: 1.0
Date Start: 04/1 ?IZDUE Category: EMS =

Date En: 04/17/2010 [

Please enter the Form description:

To change the name of the run form, in the Title text box, type the new title.
To change the dates during which this run form will be available for use, in the
Date Start and Date End text boxes, enter the appropriate dates.

& HINT: To select the dates from a calendar, click the Calendar icon and
select the correct date.

To change the version of the run form, in the Version Code text box, type the
correct version.

To change the category of form, from the Category drop down menu, select the
correct category.

To change the description of the form, in the Please enter the Form description
text box, type the new description.
When finished, to save the information, click Update.

Working with Run Form Fields

System administrators can add, move or change the fields available in each tab of a run
form. This provides a layout editor that allows system users to move or change
information within the run form.
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1. Once the run form has been opened for editing, from the | want to drop down
menu, select Edit Layout/Sections.
Current Section
Incident Info | Callinfo| Demographic| History| Assessment tals/Treatments | Marrative | Biling| Signatures| Fire
ElSouce E] = H«L/'C = 3 Sae &g
B /7 U S iiZi=|EEEJE=EE=E=; B0 =SB
|} Style ~ | Farmat ~ | Font | Arial ~ | Size B _HTRE
Ambulance Patient Care Report =
[IncidentDate]] [[CallMumber]] [[PatientCareMumber]] [[TraumaRegistrylD]]
Required Reportable Conditions
[[RequiredReportableConditions]]
Response Times
[[ResponseTimes]]
First Responder Agencies
[[FirstResponderAgencies]] [[SuspectediUDisaster]]
[[OtherServicesAtScene]] [[MassCasualtyincident]]
[[DateTimelnitialResponderarrivedonscene]] =
[[EstimatedDateTimelnitialResponderArrivedonScene]]
Response Information {odometer mileage: NNN.N)
[[Incidentfumber]] [[Mileagelnformation]]
[[Respondinglnit]
[[Responseldrgency]]
[[EMDCardiumber]]
[EMOPerformed]]
[[DispatchReason]]
Personnel
2. To select the tab on which to work, below the Current Section heading, select the
correct tab.
3. To add any text to the run form, click and type where the text should appear.
4. To move a field,
a. Click and drag to select the text for the field to move.
. - ’
b. Click the Cut button from the page’s toolbar or press Ctrl and C
simultaneously on the keyboard.
Click to place the cursor where the field should appear.
|
d. Click the Paste button from the page’s toolbar or press Ctrl and V
simultaneously on the keyboard.
5. To add a field, type the tag name in the location where the field should appear.
& HINT: To learn a tag name, view the field’s properties in the tag library.
6. To change a field, delete the old tag name and type the new tag name.
7. When finished, click Save.

7.4 Working with Fields and Tags for Standard Run Forms

All fields that can be included in standard run forms are listed in the tag library. This section allows system
administrators to view the tag name for use in run forms, to change the name of the field and to preview

the field’s appearance as it will display in a run form.
To open the tag library:
1. From the top right, click Admin.

2. Under Run Forms, click Templates & Permissions.
A sub-menu appears.
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Setup > Run Form Management > Tag Library
A B C D EF G HIJ K L M N o P @ R 5§ T U V w X Y Z 1 2 3 4 5 6 7 &8 9
Search Tag Name:
Dats Element User Modified Date Modified Properties Preview
911 Caller IT5.8 A 051712006 [ ] |
Activity Grid MIA MIA 0812412004 | |
Add New Patient MNIA MNIA 08/25/2004 [} |
Advanced Directives E12.7 /A 04/15/2005 L =]
AEDPacingCC2Mode E21.5 A 04/21/2005 [ ] |
Against Medical Advice ITE.31 A 051712006 | =]
Age EG.14 IS 0612012005 [ |
Age Units E6.15 MNIA 04/29/2005 (] |
Age2 Ef.14 MIA 06/20/2005 [ ] |
Air Ambulance Modifier for Condition Code Number E7.37 MNIA 04M15/2005 | |
Air Bag Deployment E10.9 MIA 021812005 [ |
Alcohol Drug Use E12.19 MNIA 08/24/12004 (| |
Allergies MIA MIA 11/09/2005 1 |
Allergy Grid MIA MIA 111072004 | =]
Alternate Phone Number ITE.44 MNIA 051712006 [ ] |
AssessmentExam E16.3 NIA 111112004 [} |
Assessment/Exam Grid MIA MIA 0242212005 [ E|
Authorization Signature IT45 TIA 1112/2004 L =]
Broselow/Luten Color E16.2 NIA 1111012004 [} |
Call Mumber E2.3 MNIA 0812412004 | =]
Records 1-20 of 518
GotoPage:1..223456878210111212328
|

Edit

3. Tofind a specific field, in the Search Tag Name text box, type the tag name and click Go.
4. To sort by first letter or number, click the correct letter or number at the top of the page.

Working with Field Properties

| System administrators can view the tag name for a field or change the name of the field. The

Properties window displays the name, tag name and description of the field, as well as the name

of the file in which data from this field will be stored and the data element number of the field.
Much of this information is related solely to the database and is not relevant to most users.

1. Inthe tag library, navigate to the desired field.
2. Click the field’s hyperlinked name
OR

Click the corresponding Properties icon EI
3. To change the name of the field, in the Name text field, type the new name.
4. When finished, click Save.

Previewing Fields

| System administrators can preview fields as they will appear when displayed on a run form.

1. Inthe tag library, navigate to the desired field.
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2. Click the corresponding Preview icon .
The preview appears.
Tag Manager > (IT5.8) 911 Caller > Preview

7 3rd Party () Family () Other at ptffam. request
i) Patient ) Unknown @ Mot Applicable
) Not Available ) Not Known

e

7.5 Setting Service Access to EMS System Run Forms

For several system run forms that are included with the State Bridge, you can define which services have
access to them in one central location.

1. From the top right, click Admin.

2. Under Run Forms, click Templates & Permissions.
A sub-menu appears.

3. Under Templates & Permissions, click Run Form Permissions.
The Run Form Permission page appears.

Search Service Name: IEI

Manage Run Form Permissions

Thiz page is used to manage the run form permizzions for all the services in the system.

# EMS - Checking this option will give the service access to all the active EMS Standard Run Form templates that are available
within the system.

# EMS Billing - Checking thiz option will give the service access to all the active EMS Billing View Standard Run Form templates
that are available within the system.

= DRF - Checking this eption will give the service access to all the active Dynamic Run Form templates that are available within the
system. These are the Silverlight version of the run form templates.

Service EMS W Ems Billing

ACCOMACK CO DEPT OF PUBLIC SAFETY

K
=]
bl
2

allina
Allina Medical
BLOXOM VOLUNTEER FIRE COMPANY
Boom Rescue
Century College
CHINCOTEAGUE WOLUNTEER FIRE COMPANY
Collier County EMS
Converse County ENMS
Dallas Fire-Rescue
DeKalb County EMS
Dillard EMS
EASTERN SHORE AMBULAMNCE SERVICE
Eastwood Ambulance Service
Fire District #1
4. For each run form to be available for a service, select the corresponding checkbox.
& HINTS:
Selecting the EMS option will give the selected services access to all active EMS standard run

form templates.
Selecting the EMS Billing option will give the selected services access to all active EMS billing

000000 0EOEOOD

AR ENEEREREEDODEEEEE
SO0FEEEEREEEOOEEDOS
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view standard run form templates.
Selecting the DRF option will give the selected services access to all active dynamic run form

templates within the system.
5. From the bottom of the page, click Save.

7.6 Setting Up System Controls

System controls allow the system administrator to configure certain settings for all services, including run
locking and audit tracking, or to allow services to configure their own settings. If you set up any of these
controls at the system level, service administrators will not be able to make any changes or additions to
those settings for their own services.

Setting Up Active Protocols

Administrators can create and edit active protocols if necessary. An active protocol can be
defined for any provider impression, and will help to guide staff members through performing and
documenting any standard procedure. Each active protocol will provide a list of standard steps,
will open any commonly provided power tools and will fill in any standard information. If a
situation differs from the norm, staff members can still skip steps and provide an explanation or
can change the standard values.

Administrators can set up new active protocols for use on the EMS Field Bridge and with dynamic
run forms. There are two different lists of active protocols that can be set up; you can set up
protocols from both lists and they will be available for use.

1. From the top right, click Admin.

2. Under Run Forms, click System Controls.
A sub-menu appears.

3. Under System Controls, click Active Protocol.
The Active Protocol Settings page appears.

Active Protocol Settings

By selecting Service Control ™ves®, you are allowing the service to control their own active protocols.

By selecting Service Control "No®, you are disabling the service control of the active protocols.

Service Control: @ ves ) No

[E—

4. To allow individual services to set up active protocols, in the Service Control section,
select Yes.
OR
To set up active protocols for all services,
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In the Service Control section, select No.
The active protocol options appear.

Active Protocol Settings

By selecting Service Control ™r'es", you are allowing the service to control their own active protocols.

By selecting Service Control "Mo”, you are disabling the service control of the active protocols.

Service Control: @ ves @ No

Please select protocols to define questionsiactions for:

»

No Protocols have been selected
Abdominal Pain/Problems
Aijrway Obstruction

Allergic Reaction

Altered Level of Consciousness
Asthma

Back Pain (Non-Traumatic}
Behavioral/Psychiatric Dizorder
Bowel Obstruction

Cancer

Cardiac Arrest

Cardiac Rhythm Disturbance
Chest Pain/Discomfort

CHF {Congestive Heart Failure)
COPD (Emphysema/Chronic Bronchitis) ™

]

lam |

Please select protocols to define questionsiactions for:

*Protocols Used will only apply to the Dynamic Run Form and to the Imagetrend EMS Field Bridge that has been upgraded
to version 4.4.0 or above

Abdominal Pain " No Protocols have been selected

From the Undefined Provider Impression Protocols scroll list or the Undefined
Protocols Used scroll list, select the impression to which the protocol will apply.
Click Add Protocol.

The Protocol Setup window appears.

Protocol Setup for "Headache™

Below are the questions to be displayed for the particular provider impression. To add a question to the list, please fil out the sort order
for where the question will be on the list, whether or not the question will be associated with a checkbox on the field bridge, and the
question text that is to be displayed. Once a guestion is defined, you can then click on the icon under "Edit Custom Actions” to add/edit
custom actions for the selected guestion. To edit a particular guestion, click on the edit icon that is associated with the question you wish to
change.

Edit Sort Checkbox Question Active Custom Actions Edit Custom Actions Active
No Questions have been added yet.
Add a Question
Question Text:

-

Checkbox

1 - -
Sort Order: Yes© No® @

255 | characters remaining

R

d. To create an item on the protocol checklist,

i. Inthe Checkbox section, select Yes.
ii. Inthe Question Text text box, type the text for the item.
iii. To determine where in the checklist the item will appear, in the Sort
Order text box, type the number of the item’s position.
iv. When the item is ready, click Add Question.
The item appears in the Protocol Setup for “(Impression)” section.

v. To create a custom action, click the Edit Custom Actions icon @
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vi. From the Category drop down menu, select the type of action that will be
completed.
vii. From the Action Name drop down menu, select the action that should be
performed in the Field Bridge.
viii. When finished, click Add Action.
ix. To add another action for this step, repeat steps f-h.
e. To add more items on the protocol checklist, repeat step 7.
f.  When finished, to save the protocol, click Done.
g. Repeat steps b—f until all desired protocols are added.
5.  When finished, click Submit.

Setting Up Run Locking

" You can choose to automatically lock runs for editing a certain number of days after they are
created.

1. From the top right, click Admin.

2. Under Run Forms, click System Controls.
A sub-menu appears.

3. Under System Controls, click Runs Locking.
The Runs Locking Option page appears.

Runs Locking Settings

By zelecting Service Control ™'es”, you are allowing the service to control their own runs locking option.

By =selecting Service Control "No®, you are disabling the service control of the runs locking option.
Enter the number of days before a run becomes locked from editing.

Service Control: @ ves ) No

—

4. To allow individual services to set up run locking, in the Service Control section, select
Yes.
OR
To set up run locking for all services,
a. Inthe Service Control section, select No.
The run locking options appear.
b. Inthe Number of Days text box, type the number of days that should pass before
arun is locked.
5. Click Submit.

Setting Up Audit Tracking

" Each service administrator can set up which events will require be tracked for auditing and which
will request or require a reason for users performing the event.

1. From the top right, click Admin.

2. Under Run Forms, click System Controls.
A sub-menu appears.

3. Under System Controls, click Audit Tracking.
The Audit Tracking page appears.
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The EMS Audit Events Setup page appears.

EMS Audit Tracking Setup

By selecting Service Control "v'es”, you are allowing the service to control their owen EMS audit tracking option.

By selecting Service Control "Mo®, you are disabling the service control of the EMS audit tracking option.
Select the events to be audited and the reason required message that will be prompted when the event is triggered. The reason required
mes=sage wil only be prompted if "= Reason Reguired?” column is st to "Yes”.

Service Control: @ ves () No

E—

4. To allow individual services to set up audit tracking, in the Service Control section, select
Yes.
OR
To set up run locking for all services,
a. Inthe Service Control section, select No.
The audit tracking options appear.
b. To require users who generate a PDF report to enter a reason for doing so,
i. Inthe Generate PDF Reports section, in the Is Reason Required column,
select Yes.
ii. Inthe Reason Required Message text box, type the message that should
appear to prompt users to add a reason.
c. To track users who view existing reports online, in the View Existing Online
Report section, click Active.
d. To require users who view existing reports online to enter a reason for doing so,
i. Inthe View Existing Online Report section, in the Is Reason Required
column, select Yes.
ii. Inthe Reason Required Message text box, type the message that should
appear to prompt users to add a reason.
e. To keep track of all changes to a run form after it has been marked as
completed, in the Track All Changes After Completed section, select Active.
The Additional Audit Workflow Configurations section appears at the bottom of
the page.
f. Torequire users who make changes to a report that was marked as completed to
enter a reason for doing so,
i. Inthe Track All Changes After Completed section, in the Is Reason
Required column, select Yes.
ii. Inthe Reason Required Message text box, type the message that should
appear to prompt users to add a reason.
g. To keep track of any user who generates a batch print, in the Generate Batch
Prints section, select Active.
h. To require users who generate a batch print to record a reason for doing so,
i. Inthe Generate Batch Prints section, in the Is Reason Required column,
select Yes.
i. Inthe Reason Required Message text box, type the message that should
appear to prompt users to add a reason.
i. To automatically mark run reports as completed for auditing when they are
locked, in the Mark Runs as Completed Upon Locking Them section, click Yes.

& NOTE: This field will not be displayed unless you choose to track all changes
after run reports are completed.
j-  To automatically update the run report’s status when it is marked for completion
for auditing,
i. Inthe Update Status Upon Marking Run as Completed section, select
Yes.
ii. From the Select Status to Update To drop down menu, select the new
desired status.
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& NOTE: These fields will not be displayed unless you choose to track
all changes after run reports are completed.
5. When finished, click Submit.

\
10/21/2011 (_,% IMAGETREND INC. www.imagetrend.com




EMS STATE BRIDGE v.5.1 STATE ADMINISTRATOR GUIDE Page |131

CHAPTER 8

TRAINING AND ACTIVITY SETUP
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8.1 Chapter Summary

Administrators can set up templates for activity and training records, categories to organize the templates
and training requirements for each type of staff member. This chapter explains how to set up categories
for activities and training templates, create or edit templates and set the required hours of training for staff
members.

8.2 Working with Training and Activity Categories

Categories allow administrators to sort templates based on the type of activity or training for better
organization. Administrators can create several levels of categories (e.g., a category for field work
courses could be created under a main category of fire inspector coursework).

Viewing and Editing Categories

When editing a category that has subcategories, the sub-categories must be removed before
editing is possible. Categories for both activities and training will be displayed. Subcategories will
appear below and slightly indented from their parent category. The Manage Categories page will
display a list of categories and sub-categories, information about whether each category relates
to activities or training and whether the category is active in the system or not.

1. From the upper right, click Admin.

2. Under Run Forms, click Activity & Training.
A sub-menu appears.

3. Under Activity & Training, click Manage Categories.
The Manage Categories page appears.

Action Permissions

2
3

Training Categories

Edit
Edit
Edit
Edit
Edit

First Rezponder Training
First Responder Initial Class
Report Writing

Rescue

EMS Course Work & Edit
Continued Education & Edit

CPR = Edit

CPR 2 =z Edit

EMT Basic =z Edit
EMT Defibrillation =z Edit

EMT Intermediate =z Edit

EMT Paramedic = Edit

First Responder Ambulance = Edit

Fire Training g Edit
Hazmat Awareness & Edit
Hazmat Ops & Edit

=

=

@

@

@

High Angle

ﬁ

4. To edit a sub-category,
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a.

C.

Click the corresponding Edit link.

Add Category

Parent Category  Station Maintenance -

Category Cleaning
Active @ ves () No

Using the provided fields, make the desired changes.

& NOTE:

Changing the parent category will move this sub-category to another main
category.

Changing the text in the Category field will change the name of the category.
Changing the Active status will change whether the category can be used in the
system or not.

When finished, to keep the changes, click Update.

To return to the list of categories without editing, click Back.

5. To edit a parent category,

a.
b.
c.

Edit all sub-categories and move them to another parent category.

For the category, click Edit.

If this category will remain a parent category, from the Parent Category drop
down menu, select NONE.

If this category will become a sub-category, from the Parent Category drop down
menu, select the desired parent category.

In the Category text field, make any changes to the category name.

From the Type drop down menu, select whether this category should apply to
activities or training records.

In the Active section, select whether this category should be available for use in
the system or unavailable but stored if necessary.

When finished, to keep the changes, click Update.

To return to the list of categories without editing, click Back.

§Adding Categories

Administrators can create new parent categories and sub-categories.

1. From the upper right, click Admin.
2. Under Run Forms, click Activity & Training.
A sub-menu appears.
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3. Under Activity & Training, click Manage Categories.
The Manage Categories page appears.

Training Categories Permissions

EMS Course Work = Edit
Continued Education =& Edit
CPR = Edit
CPR 2 = Edit
EMT Basic = Edit
EMT Defibrillation & Edit
EMT Intermediate & Edit
EMT Paramedic g Edit
First Rezsponder Ambulance & Edit
Fire Training g Edit
Hazmat Awareness g Edit
Hazmat Ops = Edit
First Rezponder Training g Edit
First Rezponder Initial Class & Edit
Report Wirting =& Edit
Rescue & Edit
High Angle = Edit

4. Click Add Category.

Add Category

Parent Category MOME -

Category
Type Activities -
Active @ ves ()Mo

5. From the Parent Category drop down menu, select the desired option.

& HINT: If the new category will be a parent category, select NONE.
If the new category will be a sub-category, select the category under which it should
stored.

6. Inthe Category text box, type the name of the category.

7. From the Type drop down menu, select whether the category should be used for
activities or training.

8. Inthe Active section, select whether this category should be available for use (Yes)or
stored for future use or reference (No).

9. When finished, to save the category, click Add.
To return to the list of categories without saving, click Back.

Setting Access to Categories

" Administrators can control which permission groups will have access to this category and to
templates within this category.

1. From the upper right, click Admin.
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2. Under Run Forms, click Activity & Training.
A sub-menu appears.
3. Under Activity & Training, click Manage Categories.
The Manage Categories page appears.
Training Categories Active Action Permissions
EMS Course Work c4 Edit
Continued Education & Edit
CPR =& Edit
EMT Basic g Edit
EMT Defibrillation & Edit
EMT Intermediate g Edit
EMT Paramedic g Edit
Frizst Responder Ambulance g Edit
Fire Training g Edit
Hazmat Awareness g Edit
Hazmat Ops = Edit
Rescue & Edit
High Angle g Edit

4. Click the Permissions icon for the desired category.

The Permissions page

appears.

Permission Level Information

only permission level to allow

Groups

To reset the Category Permission Levels, click the checkbox next to each Permission Group that you wish to reset, and then select
the desired permission level. The Permission Level Descriptions are listed below:

+* Owwner: This permission level allows its group to full rights over records associated to its given template. Hote: This is the

its group to approve and edit attendee records after approval

1 Add/Edit: This permission level allows its group te add records associated to its given template.
W View: Thiz permizsion level allows its group to view records associated to its given template.

4% Hide: This permission level excludes its group from accessing records associated to its given template.

[] system Administrator

[C] Rescue Service Provider

[C] state Administrator

[C] state Administrative Personnel
[ Agency Service Administrator
[[] service QAIQI

[C] service Administrator

[] service Administrator - Lean
[ Billing

[l Agency Service Provider

[7] Hospital Users

5. To change a specific permission group’s access to this category,
a. Select the checkbox for the desired category.

b. Select the desi
c. Click OK.

red level of access.
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8.3 Working with Templates

Each training or activity record that is added to the system must be based off a template, which will
contain most of the information for that record. This information will be copied to the individual record,
although based on the permissions the administrator sets some information may be editable in each
record created from the template. Administrators can edit existing templates or create new ones.

Viewing and Editing Templates

Administrators can view detailed information about a template and make any changes. Changes
can be made to information about the template itself (e.g., the name and category, time and date
or certifications fulfilled) and the permissions access to the template (i.e., what information can be
changed when creating an individual record from the template and who can edit the template).

1. From the upper right, click Admin.

2. Under Run Forms, click Activity & Training.
A sub-menu appears.

3. Under Activity & Training, click Manage Templates.
The Manage Templates page appears.

Template Search Category Al Categories. ~ Sub Category AllSub Categories ““""’;;;‘: 2 -

CPR Refresher CPR training complements avariety of learning styles with hands-on practice and real-life scenarios. Qurtake- Edit Training Template
away materials are designed for use both in the course and outside the classroom as reference tools.

Change 0Oil Edit Activities Template

12-Lead ECG update Refresher training on Zoll R-Series monitor, proper application of 12-lead module, and basic ECG pattern Edit Training Template
recognition

Records 1-3of 3
Gote Page: ...
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4,

No

For the desired template, click Edit (Type) Template.

#  Add/Edit: This permission level allows users to change information in a given field.

W  View: This permission level allows users to view information in a given field.

Hide: Thiz permission level excludes fields from the users view.

Edit Template B P

Category Fire Certifications
Sub Category Fire Inspector| «
Name  Fire Code N @
A camprehensive, integrated approach to fire code regulstion and hazard — « 11 @)
managemernt.
Description
Date / / mmiddfyyyy 5 o @
End Date i i mmiddiyyyy o o @
Start Time HHmm N E @
End Time HHmm @ NahN]
Date of Renewal ! I mmiddivyyy Lo @ NN
s (e «
Certification Reguirements || patioral Registry
Fire
Hours Regquired  10.0 [T maimum accepted hours @ O]
Code FIO100 @
Trainer N E @
Station @ e
Total Attendees @ NahN]
Aftendance Mandatory () ves @ No N © @
Location N E @
[izo @ 1o

Training Certifications MEP&,

To designate access to each aspect of the template when records are created from it,
select the correct level of permission for each aspect.

& NOTE: This will select whether this information will be available to view or edit when
individual records are created.

To change information within the template, use the provided fields to make any changes.
To select which user groups will be able to make changes to the template or records
created from the template, in the Group Permissions section, select the desired
permissions for each group.

& NOTE: When permissions differ between group permissions and permissions for
individual elements of the template, the lower level of permission will be applied.

When finished, to keep the changes, click OK.

To return to the list of templates, click Back.

Adding New Templates

Administrators can set up new templates for training or activity records.

1.
2.

From the upper right, click Admin.
Under Run Forms, click Activity & Training.
A sub-menu appears.
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3. Under Activity & Training, click Manage Templates.
The Manage Templates page appears.

Records Per

Template Search Category All Categories + Sub Category All Sub Categories - Page: P 4

CPR Refresher CPR training complements a variety of learning styles with hands-on practice and real-life scenarios. Ourtake-  Edit Training Template
away materials are designed for use both in the course and outside the classroom as reference tools.

Change Oil Edit Activities Template

12-Lead ECG update Refreshertraining on Zoll R-Series monitor, proper application of 12-lead module, and basic ECG pattern Edit Training Template
recognition

Records 1-3 of 3

Goto Page: ...

‘am| e

1. Click Add Template.
2. To designate access to each aspect of the template when records are created from it,
select the correct level of permission for each aspect.

& NOTE: This will select whether this information will be available to view or edit when
individual records are created.

3. Using the provided fields, enter information for the template.

4. To select which user groups will be able to make changes to the template or records
created from the template, in the Group Permissions section, select the desired
permissions for each group.

& NOTE: When permissions differ between group permissions and permissions for
individual elements of the template, the lower level of permission will be applied.

5. When finished, to keep the template, click OK.

To return to the list of templates without saving, click Back.

Template Options

The information in a template is copied to any records created from that template. Each piece of
information can be set to be hidden, fixed or changeable in records created from the template,
and administrators can define which permission groups will be able to make changes on records
created from the template. These options can be made when the template is open for editing,
either when an existing template has been opened or when a new template is created. Not all
fields need to be completed.

Field Permission Level Information

Administrators can indicate whether users will be able to view or edit each piece of
information in the template when records are created from the template. For each piece
of information, columns on the right allow the permissions to be set.

Field Permission Level Information

#  AddiEdit: This permission level alows users to change information in a given field.

W  View: This permission level allows users to view information in a given field.

Hide: Thizs permission level exludes fields from the users view.
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Add/Edit Template

Each field contains information that will be used in creating records from this template.

# Add/Edit: Thiz permission level allows users to change information in a given fisld.
W View: Thiz permission level allows users to view information in a given field.
3% | Hide: This permission level excludes figlds from the users view.
we o
Category Fire Certifications
Sub Category Fire Inspector|
Name Fire Code @
A comprehensive, intearated approach to fire code regulation and hazard  ~ [0 @ )
management.
Description
Date / / mmiddiyyyy T Mo @
End Date / / mm/ddiyyyy 5 RO @
Start Time HHmm @ NENN]
End Time HHmm N @
Date of Renewal ! ! mm/ddiyyyy 51 @ SNC]
[T] Ems (N @ ©
Certification Requirements [ ~| National Registry
Fire
Hours Required  10.0 [™] Maximum accepted hours h@ ©
Code FIO100 "N @ ©
Trainer @ SNC]
Station @ SNC]
Total Attendees N © @
Aftendance Mandatory () ves @ o N C @
Location @ SNC]
[ 1=a e @
Training Certifications NEPA,

Category
Assigns the template to a category for organization. This also defines
whether the template is for an activity or training event.

Sub Category
If desired, assigns the template to a sub-category for organization.

Name
Creates a name for the template.

Description
Creates a description to contain more detailed information about the
template.

Date
Assigns the day that the training or activity will begin.

End Date
Assigns the day that the training or activity will be completed.

Start Time
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Assigns the time of day at which the training or activity will begin.

End Time
Assigns the time of day at which the training or activity will be completed.

Date of Renewal
If the training or activity needs to be completed repeatedly after a particular
interval, defines the date by which it must be completed again.

Certification Requirements
If this training or activity will earn credit towards a particular certification,
selects the certification towards which it counts. The number of hours
required for the certification is created in the Requirements section.

Hours Required
If a particular number of training and/or activities hours is needed using this
record, enter the number of hours.

Maximum accepted hours
If only the number of hours specified in the Hours Required text box is
allowed, select the Maximum accepted hours checkbox.

Code
Records a code for records using the template/

Trainer
If a particular person will be conducting or supervising the activity of training,
adds their name to the records.

Station
If the template is particular to a station, defines the station to which it applies.

Total Attendees
If the exact number of attendees is known, defines the number.

Attendance Mandatory
Specifies whether staff members are required to attend activities or training
created from this template.

Location
Specifies where the activity or training will take place.

Training Certifications
Organizes the hours by marking them as pertaining to specific certifications.
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Attendee Defaults

When staff members are marked as attending a training or activity, it can be recorded in

their profile.
Attendee Defaults
Approval Status  (7) Approved @ Pending N e @
Hours Aftended 0.0 N O @
Score N5 @
Time In HHmm N @
Time Attended
Time Qut HHmMm
Paid () ves @ No N O @
Pay Rate Not Applicable N O @
Pass/Fail @ pass ) Fail O @

Approval Status
Sets records to be automatically approved and added to the staff members’
profiles or marked as pending until an administrator approves them.

Hours Attended
Determines how many hours of training or an activity will be recorded in the
staff members’ profiles.

Score
For graded training or activities, sets a grade or score to appear on the staff
members’ profiles.

Time Attended
Sets specific times to be recorded in the staff members’ profiles for
attendance of the training or activity.

Paid
Records whether staff members were paid for this event.

Pay Rate
If staff members are paid for the training or activity, records the rate at which
they will be paid.

Pass/Fail
Determines whether the record on staff members’ profiles will automatically
be marked as passing or failing.

\
10/21/2011 é’% IMAGETREND INC. www.imagetrend.com




EMS STATE BRIDGE V.5.1 STATE ADMINISTRATOR GUIDE

Page |142

Permission Level Information

Different user groups can be given different access to the template and records created
from the template. When combined with the permission levels assigned to each aspect of
the template profile, if permissions differ, the lower permission will always be granted.

Permission Level Information

* Owwner: This permission level allows ite group to full rights owver records az=ociated to its given template. Note: This is the
only permiszion level to allow itz group to approve and edit attendee records after approval

ra  AddiEdit: This permission level allows its group to add records associated to its given template.

@ View: This permission level allows its group to view records associated to its given template.

5.« Hide: This permission level exludes its group from accessing records associated to its given template.

Group Permissions

Sets the level of access that each user group will have to the template and records

created from the template.

Group Permissions

Administrative Level 1 @

Administrator Level 2 @

Groups

FIRE ADMIN @
Rescue Service Administrator @
Rescue Service Provider @ Jo
Rescue Service NFIRS & Inventory N @
Rescue Service - NFIRS & INSPECTIONS @ Jo
Rescue Service - NFIRS Only N @

8.4 Working with Certification Requirements

If staff members are required to complete a certain number of hours of training in order to maintain a
particular certification, administrators can store that information in the system so that training hours saved
in their profiles apply towards those certifications. System administrators can set the number of hours

required and the number of months for which the certification will be valid.

1. From the upper right, click Admin.
2. Under Run Forms, click Activity & Training.
A sub-menu appears.

10721/2011 Y2 IMAGETREND e

www.imagetrend.com




EMS STATE BRIDGE V.5.1 STATE ADMINISTRATOR GUIDE

Page |143

3. Under Activity & Training, click

Requirements.

The Manage Requirements page appears.

EMT-Intermediate

ENMT-Basic

Not Recorded

EMT Basic - V.

Not Reporting

Other Healthcare Professional
EMT-Paramedic

Other Non-Healthcare Professional
First Rezponder

Student

Nurse

Physician

Not Applicable

Mot Known

Mot Available

Required Hours Duration
272 3
200 2
12 12
12 12

HEQHQEURRRRREREY

4. To view or edit the requirements for a certification type, click the desired certification level.

The Requirements page appears.

Certification Level
Required (hours}

Duration {months )

EMT Basic - LV.

o
2]

5. Inthe Required (hours) text box, type the number of training hours that is required for this

certification.

6. Inthe Duration (months) text box, type the number of months for which this certification will be

valid after all training hours are

completed.

7. When finished, to save the changed, click Update.
To return to the list of certification levels without saving, click Back.
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CHAPTER 9

ADDITIONAL MODULE AND APPLICATION SETTINGS
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9.1 Chapter Overview

Within the Admin section, you can configure access and various settings to additional modules such as
Field Bridge and the Report Writer. This chapter explains how to set up access to data sets, display
options and standard reports in the Report Writer, as well as how to configure inspection forms and types

~and how to control updates for the Field Bridge.

9.2 Setting Up Access to Datasets

You can control which permission groups will have access to which datasets for creating transactional

reports.

1. From the upper right, click Admin.

2. Under Product Settings, click Report Writer 2.0.
A sub-menu appears.

3. Under Report Writer 2.0, click Dataset Permissions.
The Manage Dataset Permissions page appears.

oL 2= 32 /o
Hame Data Source Table | Cube
u./ Agencies EMS_Demo Offices
U Agency Information EMS_Demo Offices
U Biling EMS_Demo RWW_INC_Incident
u’ Data Elements. EMS_Demo DataElements
u./ Incident EMS_Demo RWWV_INC_Incident
U Incident - Distinct Results EMS_Demo RWW_INC_Incident
U Incidents Cube Analytical Incidents
u’ Injury Assessment EMS_Demo RWWV_INC_Incident
u./ Locations/Occupants/inspections EMS_Demo LOC_Location
U Medical Assessment EMS_Demo RWW_INC_Incident

Modified

Fri 5/28/10

Fri 10/8/10

Fri 5/28/10

Fri5/28/10

Fri 10/8/10

Tue 6/29/10

Thu 8/16/10

Fri5/28/10

Fri 10/8/10

Fri 5/28/10

Records 1-10 of 14 | First Previous | Next | Last | Page 1E| Per Page 1DE|

Data Set Permissions By: | Data Set El

User

ImageTrend Admin
ImageTrend Admin
ImageTrend Admin
ImageTrend Admin
ImageTrend Admin
ImageTrend Admin
ImageTrend Admin
ImageTrend Admin
ImageTrend Admin

ImageTrend Admin

4. For the desired dataset, click the View and Edit icon .
The Permissions: (Dataset Name) page appears.

Save Back

Permissions: Incident Ad hUCEl Incident El
Publish
Security Group Columns Display Grouping Sorting Criteria Properties Preferences Permissions Scheduling toWeb Results
Service
Report Writer User
Service Administrator
System Admin O O ] O O 0 O O ] ] 0
Super Administrator

Records 1-4 of 4

5. For each permission group, select the checkbox(es) for all steps of the reporting process that

should be available when working with this dataset.
6. When finished, click Save.

9.3 Managing Display Options

Administrators can control the display options for individual fields within a dataset. This allows you to
change the name of the field that will appear to Report Writer 2.0 users as well as allowing you to hide

specific fields if you do not want them to be included in any reports.
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1. From the upper right, click Admin.

2. Under Product Settings, click Report Writer 2.0.
A sub-menu appears.

3. Under Report Writer 2.0, click Dataset Display.
The Manage Dataset Display page appears.

Data Set: Billing Billing El
Field Display Name Format Available
Incident Address Text E'
Incident Address Line 2 Address Line 2 Text El
Incident Apartment Number Apt. Text El
Arrived at Destination Date Arrived Dest Date/Time Diate/Time: 03/14/01 13:30 E|
Arrived at Patient Date Arrived Patient Date/Time DateTime: 03/14/01 13:30 =]
Back in Service Date Back in Service Date/Time Date/Time: 03/14/01 13:30 [=]
Incident Call Humber Call Number Text E'
Incident User Entered - Certification ID Certification ID Entered Text El
Incident User Updated - Certification ID Certification ID Updated Text El
Incident City City Text E|

4. To change the name of a field as it will appear to Report Writer 2.0 users, in the Display Name
text box for the field, make the desired changes.

5. To hide a field so it cannot be reported upon, deselect the corresponding Available checkbox.

6. From the bottom of the page, click Save.

9.4 Managing Access to Standard Reports

You can control which Report Writer 2.0 permission groups will have access to change information when
running standard reports for each report that is saved in the system.

1. From the upper right, click Admin.

2. Under Product Settings, click Report Writer 2.0.
A sub-menu appears.

3. Under Report Writer 2.0, click Report Permissions.
The Manage Report Permissions page appears.

_ Securty Group - El @l:l Report Permissions By: Report Iz‘
Name Category Type Visible Created By Modified By
|_j AllIncidents (w/ Service Filter) Incident Ad hoc Yes Dan Vanorny Dan Vanorny
|_j Ambulance Run Data Report Call information Canned Yes ImageTrend Admin
|__f Audit Report Audit Report Canned Yes ImageTrend Admin
|__f Avg. Patient Age by Gender Report Patient Demographics Canned Yes ImageTrend Admin
|__f Avg. Patient Age Report Patient Demographics Canned Yes ImageTrend Admin
u Avg. Response Time Report Response Time: Canned Yes ImageTrend Admin
u Avg. Run Mileage Report Call information Canned Yes ImageTrend Admin
|_j Avg. Run Times Report Run (Times) Canned Yes ImageTrend Admin
|_j Call Summary by Staff Report Qaml Canned Yes ImageTrend Admin
|__f Call Summary Report Call information Canned Yes ImageTrend Admin
Records 1-10 of 58 | First | Previous | Mext | Last Page 1 El Per Page 10 El
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4. For the desired report, click the View and Edit icon .
The Report Permissions: (Report Name) page appears.

Report Permissions: Audit Report Audit Report El
Report Writer User
Service Administrator
System Admin D
Super Administrator
Save Back

5. For each permission group, select the checkbox(es) for all steps of the reporting process that
should be available when working with this report.
6. When finished, click Save.

95 Setting Up Field Bridge Automatic Updates

As the system administrator, you can choose whether Field Bridge updates should be available to all
Field Bridge systems as soon as they are released to your State Bridge, or whether you want to control
when individual updates are available.

1. From the upper right, click Admin.

2. Under Site Management, click Settings.
A sub-menu appears.

3. Under Settings, click Field Bridge Auto Update Setup.
The Field Bridge Auto Update Setup page appears.

Field Bridge Auto Update Setup

When "Automaticalty Apply Auto-Updates” is turned ON, then when this site is updated, Field Bridge updates will be available instanthy.

When "Manually Manage Auto-Updates” iz turned ON, Figld Bridge updates wil only become available upon clicking "Turn On Updates™.

ImageTrend recommends that you try to keep your Figld Bridge version up to date. Please check the release notes for details about
backwards compatibility between Field Bridge and Service Bridge before using this setting.

Current Version: 5015
Latest Verzion: S015

@ Automatically Apply Auto-Updates
3] Manualty Manage Auto-Updates

Click here to manually downlead the update
hitps:www . emsbridge. com/FBManuall pdates/5015/FieldBridgell pdateApp. exe

4. To make updates automatically available, select Automatically Apply Auto-Updates.
OR
To manually control when Field Bridge updates are available, select Manually Manage Auto-
Updates.
The Turn off all auto updates section appears.
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5. Click Submit.
The changes are applied.

Manually Applying Field Bridge Updates

if you have chosen to control Field Bridge updates manually, you will need to select when
releases should be available.

1.
2.

From the upper right, click Admin.

Under Site Management, click Settings.

A sub-menu appears.

Under Settings, click Field Bridge Auto Update Setup.
The Field Bridge Auto Update Setup page appears.

Field Bridge Auto Update Setup

When "Autematically Apply Auto-Updates” is turned ON, then when this site is updated, Field Bridge updates will be available instanthy.
When "Manualty Manage Auto-Updates” is turned ON, Field Bridge updates will only become available upon clicking "Turn On Updates™.

ImageTrend recommends that you try to keep yvour Field Bridge version up to date. Please check the release notes for details about
backwards compatibility between Field Bridge and Service Bridge before using this setting.

Automatic Updates are currenthy turned off

® Automaticalty Apphy Auto-Updates Turn on the latest version S015
@ Manualy Manage Auto-Updates

——

Click here to manually downlead the update
httpsifveww . emsbridge. com/FBManualupdates/S015/FieldBridgel pdateApp exe

4. To release the update for Field Bridge systems to download, click Turn on updates.

The update is now available for Field Bridge systems to download and install.
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CHAPTER 10

SYSTEM NOTIFICATIONS
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10.1 Chapter Overview

The State Bridge system provides system administrators with a variety of ways to communicate with other
system users. This chapter explains how to set up alerts that will be displayed when users log in or
correspondence that can be sent to their inbox within the State Bridge.

10.2 Working with Emergency Alerts

Emergency alerts can appear in the inboxes of all staff members in selected services or in a banner
across the top of the page. System administrators can view a list of past alerts or create a new alert.

Viewing and Editing Past Alerts

1. From the upper right, click Admin.
2. Under Product Settings, click Correspondence & Alerts.
A sub-menu appears.
3. Under Correspondence & Alerts, click Emergency Alerts.
The Emergency Alerts page appears, displaying a list of all past alerts.

hi ey |
Title Last Maodified Last Sent Services Motified
Ay Test alerts 05/09/05 12:22 PM 04/07/05 01:51 PM 3
A\ Emergency Test Only 04/07/05 08:45 AM  04/07/05 0544 AM 3
A\ Explasion at Metrodame 02/09,/05 0212 PM  02/09/05 03:12 PM 1
Ay Major Accident 07/22/04 02: 42 PM O7/22/04 02:42 PM 1
A\ 18 Overdose Deaths In Four Days. 06/24/04 0310 PM  08/24/04 02:26 PM 1

4. To view additional alert information or to edit the alert, click the alert title.
5. To edit the alert,
a. Use the provided text boxes to make any desired changes.
b. To change only the banner that appears when users log in, click Update.
To change send a new alert to users’ inboxes, click Send.

Creating New Alerts

* Alerts allow system administrators to create one message that will appear in the emergency alert
banner at the top of the page and a more complete message that will appear in messages that
are sent out and when users click the alert banner.

1. From the upper right, click Admin.

2. Under Product Settings, click Correspondence & Alerts.
A sub-menu appears.

3. Under Correspondence & Alerts, click Emergency Alerts.
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4. Click Create New Alert.
The Emergency Bulletin Broadcast page appears.

Emergency Bulletin Broadcast

Title:

Full Message:

Summary:

Characters Remaining:

Last Broadcast: None

5. Inthe Title text box, type a name for the alert.

6. Inthe Full Message text box, type all information that should appear in the message or in
the full alert when it is opened from the banner.

7. Inthe Summary text box, type a short message to appear in the banner.

8. When finished, to send the message to users’ inboxes, click Send.
To create a banner, click Update.

10.3 Working with Correspondence

System administrators can send messages to staff members that will be emailed to any system users
who have an email addresses listed in their profile. These messages must be based off templates, which
can also be created by the system administrator, and can contain merge fields to automatically
personalize messages to different staff members. Before any correspondence can be sent, system
administrators must create correspondence templates.

Working with Templates

Templates provide a base document off of which system administrators can build individual
pieces of correspondence. Templates can provide a standard title, content or layout for
correspondence, allowing administrators to efficiently send out commonly communications. The
information from this template can be edited when an individual piece of correspondence is built
from it.

Viewing and Editing Templates

System administrators can work with existing correspondence templates.

1. From the upper right, click Admin.
2. Under Product Settings, click Correspondence & Alerts.
A sub-menu appears.
3. Under Correspondence & Alerts, click Correspondence Templates.
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A list of existing templates appears.

Setup > System Notifications = Correspondence Templates

Correspondence Templates Date Modified
e-MARSIS System Maintenance 08/30/04
General Announcement 0624104
State of Mebrazka EMS Announcement 062404

4. To view or edit an existing template, click the template’s name.
5. Inthe provided fields, make any desired changes.
6. When finished, click Save.

Adding New Templates

In addition to creating templates with content for messages that may be frequently sent
out, system administrators may want to create a template with no body text that can be
used for unusual pieces of correspondence.

1. From the upper right, click Admin.

2. Under Product Settings, click Correspondence & Alerts.
A sub-menu appears.

3. Under Correspondence & Alerts, click Correspondence Templates.

4. Click Add New Template.

5. Inthe Name of Template text box, type a title for the template.

6. Inthe body of the message, type and format any information to be included in the
template.

7. To add the template to the system, click Save.

The new template appears in the list of correspondence templates.

Working with Merge Fields

Merge fields allow the system to automatically customize correspondence for each recipient when
mass correspondence is sent. These fields insert a placeholder into the correspondence, which is
replaced with each recipient’s specific information when the correspondence is sent. System
administrators can view the merge fields that are currently set up and view the information to
insert them into templates. Users must be extremely familiar with the database being used to
store system information in order to create new merge fields. If unfamiliar with the database,
please contact ImageTrend for assistance finding the correct values and terms to create a merge
field.

To use a merge field in a template, type the text in the Merge Name field into the template at the
desired position, including the brackets.

To view information about current merge fields:

1. From the upper right, click Admin.
2. Under Product Settings, click Correspondence & Alerts.
A sub-menu appears.
3. Under Correspondence & Alerts, click Correspondence Merge Fields.
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4,

A list of current merge fields appears.

Merge Fields
[ Add Hew ]
Field Name Merge Mame  Result Group
« Today [Today Date]] CUSTOM TAG Other
« PE_City [[Citw]] PE_City Performers
* PE_FirstHame [[First Mame]] PE_FirstName Performers
* PE_LastName [[Last Mame]] PE_LastMame Performers
* PE_PostalCode [[£ipl] PE_PostalCode Performers
« PE_StateOrProvince [[State]] PE_StateOrProvince Performers
* PE_WorkPhone [[Phone]] PE_WorkPhone Performers
[ Add Hew ]

To view additional information about a merge field, click the field name.

Creating New Correspondence

Once templates have been created, system administrators can create and send correspondence
based on those templates.

1.
2.

oo

From the upper right, click Admin.
Under Product Settings, click Correspondence & Alerts.
A sub-menu appears.
Under Correspondence & Alerts, click Correspondence.
From the Select a Correspondence Template to work with drop down menu, select the
template off of which this piece of correspondence should be based.
Click Continue.
To select the staff members to send the correspondence to,
a. From the Region drop down menu, select the region containing the correct users.
b. From the Service drop down menu, select the service containing the correct
users.
c. From the User scroll list, select all users to receive the correspondence.

= HINT: To select more than one user, press and hold Ctrl while clicking each
name. To select a range of users, press and hold Shift while clicking the first and
last name in the range.

& NOTE: Only users who have email addresses listed in the system will display

in the User list.
d. Click Add to List.
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10.
11.
12.

e. When all desired users are added to the Selected User list, click Continue.
The Preview Template screen appears.

Preview Reports template
Select Type: [ Emai [ Letter [ Internal Message
From: jgraw{@imagetrend.com * (Required For Email)
Subject Reports due * {(Required For Email)
Comments:
% @ | FontStyle~ FontSize- B J U = = E | i= i= i€ £ | B N A | i
Dear [[first name]],
Please remember to turn in status reports this Friday.
Thank you!
D Use HTML to create your page. - Edit the HTML formatting commands directhy.
‘When you click send, all email correspondence will be sent immediathy
Letter correspondence will be saved to a file that wil be available for download.

In the Select Type section, select whether this correspondence should be sent in an
email message, saved to be sent as a paper letter or sent to the user’s inbox within State
Bridge.

In the From text box, type the email address that should be seen as the sender and
should receive replies to email correspondence.

In the Subject text box, type a subject line for the message.

In the Comments text box, type any additional comments about the message.

In the body of the message, make any changes to the text.

When finished, to send the messages to all recipients or to save files for paper letters,
click Send.
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CHAPTER 11

SYSTEM REPORTS
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11.1 Chapter Overview

System administrators can access reports summarizing the performance of the State Bridge system and
its users. This chapter explains which reports are available and how to view them.

11.2 System Reports

System administrators can access reports summarizing the performance of the State Bridge system and
its users. These reports are available from several different sections in the Admin tab.

§UserPeHomnancel?epoH

The User Performance report displays the connection type, number of runs and average time to
submit a run form for each service.

1.
2.

From the upper right, click Admin.

Under Site Management, click Users & Security.

A sub-menu appears.

Under Users & Security, click User Performance Report.
The report appears.

Reports > User Performance Report

Connection Type Performance
Date Range: 1/1/05 to 10/18/2011

_onnection Type Service Name #of Runs Avg. Run Completion (hh:mm:ss
Century College 1 0:0:57
Critical Care Demo 3 0:0:20
ImageTrend Air 2 0:0:8
ImageTrend Fire Department (DO NOT CHANGE) 51 0:10:21
ImageTrend Support 32 0:4:13
KP EMS 4 0:17:50
ISDN
Hermann Area Ambulance District 1 0:0:6
ImageTrend Fire Department (DO NOT CHANGE) 3 0:1:15
DSL
ImageTrend Air 2 0:2:15
ImageTrend Fire Department (DO NOT CHANGE) 168 0:9:47
Dialup - 56 K

§UserLockoutRepon

" The User Lockout report displays a list of users who have attempted to log in to the State Bridge
and been locked out, along with those users’ username and service, the data of the lockout and
the IP address the attempt to log in came from.

1.
2.

From the upper right, click Admin.

Under Site Management, click Users & Security.

A sub-menu appears.

Under Users & Security, click User Lockout Report.
The report appears.

Reports > User Lockout Report
A B c D E F G H IJ K L M N o] P Q R S T u v w X Y z All
Lasthame: [Fne] (o]
User Username Action Action Date Reason Service P Created By Active Locked
dandiperna  Inactivale  08/28/2011, 07:47:15  Exceeded Password Aftempts 102226 [m} o
dandiperna  Inactivate  06/28/2011, 07:44:45 Exceeded Password Attempts 102226 (m] (m}
crohde Inactivate  03/30/2011, 22:48:17  Exceeded Password Attempts 102226 o o
0160605 Inactivate  02/22/2011, 07:26:00 Exceeded Password Attempts 102227 o o
0155728 Inactivate 02/14/2011, 14.22:19 _Exceeded Pa ord Attempt: 10 7 [u] [u]
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User Login Report

" The User Login report displays a list of users who have logged in to the State Bridge, their user
ID, service, the date of their last login and the number of times they have logged in to the system.

1. From the upper right, click Admin.

2. Under Site Management, click Users & Security.
A sub-menu appears.

3. Under Users & Security, click User Login Report.
The report appears.

Reports > User Login Report
A B c D E F G H IJ K L ] N o] P Q R 8 T u v w X Y z All

Last Name:
User UserID LastLogin  Service Active User Updated Date Updated Times on
83 AAGENES, JAMES North Memorial Ambulance Service B Tast Kim 05/04/2011 1423 0
8 Abrahamson, Tracy tracya 02118/2010  ImageTrend Fire Depariment (DO NOT CHANGE) & Admin, Service 0411472010 1107 4
82l Apshire, Wichael mabshire Priority 1 Rescue B Latrimurt, Ebin 10/06/2010 22:45 0
- ACKER, WILLIAM North Memorial Ambulance Service 4 0
83 ACKERMAN, JESSICA North Memerial Ambulance Service & 0
82 Admin, Matris matrisadmin 08M9/2010 MATRIS - DRF cg Admin, ImageTrend 07/25/2010 11:50 21
8al Admin, Sample sadmin 0772972010 MATRIS - DRF B Admin, ImageTrend 07292010 1150 3
8/ admin, Mary Greeley mgadmin 05M8/2010  Mary Greeley Medical Center B Admin, MaryGresley  05M8201020:08 20
83l Admin, Service ahiley 1109/2010  ImageTrend Support & Admin, ImageTrend 040872011 15:31 24
82 Admin, Mesa mesa 10M3/2009  Mesa Fire Depariment & Zaman, David 10M9/2009 1451 22
82 Admin ImageTrend imagetrend 101182011 = Admin, ImageTrend 02/04/2011 13:41 6224

System Report

The System report displays a summary of the information imported into the system, the methods
used to import the information, and the users and services adding information (including run form
submissions).

1. From the upper right, click Admin.

2. Under Administration Reports, click Incident Reports.
A sub-menu appears.

3. Under Incident Reports, click System Report.
The report appears.

k| IMAGETREND orented ans 10718/ 2018
EME SERVICE BRIDGE rnted ons 10/13/2011 £
System Data Summary and Performance Statistics Report
Number of Incidents per DataPort

B EMS Service Brid Al taliaticy

B EMS Field qu!p Incidents 2,956

H xmLz.0 Services 61

B Web Based Data Entry % Services Reporting 47.5%

[ Web Based Data Entry - Dynamic Number of Services Reporting 29
Users 270
Logged in Users 178

Incidents in the Last 6 Months

60

50

40

0
May Jun Jul Aug Sep act

Services Reporting Report

The Services Reporting report displays a list of services and their basic contact information based
on criteria set by the system administrator, including region, organization type, primary type of
service, and status (i.e., reporting or not reporting runs) or service.
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1. From the upper right, click Admin.
2. Under Administration Reports, click Incident Reports.
A sub-menu appears.

3. Under Incident Reports, click Services Reporting or Services Reporting Fire, as

appropriate.
The Services Reporting Information page appears.

4. Use the fields to enter any specific criteria to locate specific service information.

5. Click Continue.
The report appears.

Reports > Services Reporting Information

Minnesota

Search Criteria: Region = ImageTrend Testing Service Minnesots AND Gffice = ImegeTrend Support AND
Grganizetion Type = All AND Primary Type of Service = All AND Highest Gert. Level of Service = All AND Ststus of
Servios = All

=
IMAGETREND Services Reporting
EMS SERVICE BRIDGE Printed On: 10/18/2011
Region Name Agency D Service Name Address city State  Zip Phone Calls Started Reporting Last Reported
ImageTrend Testing Service
1755 ImageTrend Support 20855 Kensington Bivd Lakeville MN 55044 95245&1589@ 38 05/05/2009 10/1402011
Percentage of Services Reporting For Region: 100.00% or 11

Region Name  AgencylD  Service Name Address City State Zip  Phone Calls Started Reporting Last Reported

Grand Total Percentage of Services Reporting: 100.00% or 11

Runs Per Month Report

" The Runs Per Month report displays information about run reports submitted in each month of the
year. Run reports can be filtered by region, service or import method (i.e., Field Bridge, State

Bridge, XML import or Access import).

1. From the upper right, click Admin.

2. Under Administration Reports, click Incident Reports.
A sub-menu appears.

3. Under Incident Reports, click Runs Per Month.
The Runs Per Month criteria page appears.

4. Use the fields to enter any specific criteria to locate specific run information.

5. Click Continue.
The report appears.

Reports > Runs Per Month

@ IMAGETREND Runs Per Month

Reporting Between: 1/1/2011 - 1011812011
EMS SERVICE BRIDGE Printed On: 101182011

ImageTrend Testing Service:

ImageTrend Support ) 17 T 4 21 19 11 10
(NRE)

| Region | Servicellame | Jant1 | Febtt | Martt | dprt [ Maytt | Juntt | w1t | Augt1 | Septtt [ Octt1 | ha [ Total]

wo

2 2 o 182

NA = These incidents don't have their incident dates reported.
NRS = No Runs Submitted.

Total runs For Selected Services in this Region: 162

Grand Total: 162

Search Criteria:

Region = ImageTrend Testing Service AMD Office = ImageTrend Support AND Organization Type = All
AND Primary Type of Service = All AND Highest Cert. Level of Service = All AND Date Started Reporting
Between 1/1/2011 00:00:00 - 10/18/2011 23:59:59 AND Import Method = All

Application Exception Report

" The Application Exception report displays a list of all errors within the system and their details

(including who received the error and when).

1. From the upper right, click Admin.
2. Under Administration Reports, click Errors.
A sub-menu appears.
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3. Under Errors, click Application Exceptions.
The report appears.

Repoits > Application Exception Report

Exception Type: Al ~ Display: 25 <+ Dates: 03182011 o t0n3201 I
W DaterTime User Name User ID Type P App Title Server Hame
[ 10/18/1110:19:298M 1 1 silverLight Layout Editor

Message:  [Arg_NulReferenceException] Arguments: Debugging resource strings are unavailable. Often the key and arguments provide sufficient information to diagnose the problem. See
http:j/go.microsoft. com/fwlink ?linkid = 10656 38Version=4,0,6083 1. 08File=mscorlib. dl&Key =Arg_NulReferenceException : System.NulReferenceException:
[Arg_NulReferenceException] Arguments: Debugging resource strings are unavaiable. Often the key and arguments provide suffident information to diagnose the problem, See
http:/fgo.microsoft. com fulink ?linkid = 10656 38Version =4,0.6083 1. 08File=mscorlib. dl&ey =Arg_NulReferenceException at
LayoutEditor Silverlight ProviderActionsLayoutHelpers. CreateGridWithFillerControls(LAY_Container SuperClass container, Int32 rowCount, Int32 columnCount,
LayoutServiceClient myService, RefreshParentControl refreshDelegate, PanelContainer priContainer)

Template:

Query String: templateID=-1
Referer:
Browser:  Mozl8/4.0 (compatible; MSIE 8.0; Windows NT 6. 1; WOWG4; Trident/4.0; SLCC2; .NET CLR 2.0.50727; .NET CLR 3.5.30729; .NET CLR 3.0.30729; Media Center PC 6.0;

InfoPath.3; .NET4.0C; .NET4.0E; Zune 4.7)
Variables: [ Show List]

[C] 10/18/1110:19:29AM 1 1 SiiverLight Layout Editor
Message:  [Arg NulReferenceCxcepton] Arguments: Debugging resource strings are unsvaisbie. Often the key and srcuments provide suffident nformaton to diagnose the problem. See
nttp://go.microsoft. f2inkid 1=4.0.60831.0 _NulReferenc  System.NulReferenceException:

[Arg NulReferenceException] Argumems Dabuggmg ressurce strings are Unsvsilsble. Often the key and srouments provide suffident information to disgnose the problem, See
: //go.migrosoft. com/fwlink /Zlinkid = 10666 3&Version=4.0.6083 1. 0&File =mscorlib.dl&Key =Arg_NulReferenceException at

4. If necessary, to find a specific issue, use the filters at the top of the page to select criteria
to narrow down the results.

5. Click Filter.
The page is refreshed to display only results that fit your criteria.

Field Bridge Error Log Report

" The Field Bridge Error Log report displays a list of all Field Bridge error logs that have been
submitted.

1. From the upper right, click Admin.

2. Under Administration Reports, click Errors.
A sub-menu appears.

3. Under Errors, click Field Bridge Exceptions.
The report appears.

Reports = Field Bridge Error Log Report |
Upload Dates: to i hd

Uplead Date/Time User Name Service Name Computer Name Errors

101811 09:39:47 AM EMSTEST-3FBE5CE [ Show List ]
10417711 04:36:06 PM EMST [ Show List]
10M7H1 01:33:12 PM Service Admin ImageTrend Fire Department (DO NOT CHANGE) JOILL&RD_CF1% [ Show List]
10M7M101:31:45 PM Marin Medic ImageTrend Fire Department (D0 NOT CHANGE) CMHS-ENMS1 [ Show List]
10M7M1 10:13:16 AN Critical Care ImageTrend Air ADMIN-PC [ Show List]

4. If necessary, to find a specific issue, use the filters at the top of the page to select criteria
to narrow down the results.

5. Click Filter.
The page is refreshed to display only results that fit your criteria.

6. To view all the results in a specific error log, click associated the Show List link.

 Field Changes Report
" The Field Changes report displays a list of all fields that have been changed.

1. From the upper right, click Admin.

2. Under Site Management, click Site Resources.
A sub-menu appears.

3. Under Site Resources, click Field Changes Report.
The Field Changes Report criteria page appears.
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4. Use the fields to enter any specific criteria to locate specific field information.
5. Click Continue.
The report appears.

Reports > Field Changes Report

Field Changes Report
IMAGETREND Records Entered Afier: 0519201
EMS SERVICE BRIDGE Records Updated After: 018/19/2011
Printed On: 10/18/2011

Performers
Service Name Email Address Home Phone Work Phone Cell Phone Date Updated
Admin, ImageTrend ,CT 083011
Dillard, Justin JDilard@imagetrend.com . MN 09/02M11
Pithan, Kely . MN 0902311
User, Q4 M 09/02/11
073008 - Hermann Area Ambulance District
Johnson, Mike . MN 10/05M11

0944C . Century Colleae

 Printing System Reports
| 1. Open the report as detailed in the section for that report.

. . . =
2. Click the Print Report icon .
3. Inthe Print dialog box, select any custom options and click Print.
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CHAPTER 12

HELP AND SUPPORT
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Help and Support

Before Contacting ImageTrend

Please have the following information accessible when calling ImageTrend:

e A description of your computer system.

e The name of your operating system and service pack version (if applicable).

e A description of what happened and what you were doing when the problem occurred.
e The exact wording of any error messages you see.

e Your company hame and contact information.

Contacting ImageTrend

if you are unable to find the information needed to use State Bridge effectively, please consult
ImageTrend in any of the following ways:

e Phone (952) 469.1589

e Toll-Free (888) 469.7789

o Fax (952) 985.5671

e Web http://support.imagetrend.com
e Emall support@imagetrend.com

ImageTrend support services are available:

Monday — Friday
8:30 a.m. to 5:00 p.m. central time

§Technical Support

" For 24-hour technical support, ImageTrend provides online assistance through their website and
email services:

e Web http://support.imagetrend.com
e Emall support@imagetrend.com
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