Message Center: Granting Proxy to Another User
Granting proxy authorization enables another person to access your Message Center and work with it as your proxy.
Your proxy can perform any activities for which you have granted them authorization, such as signing, refusing and
forwarding messages and results. When granting proxy, specify the staff member, the specific folders, and effective proxy

dates.

Contents of this Handout:

e Granting proxy to another user ..............ccccoeeveveeeeeenn. page 1
e Updating proxy, including date/time ................ccccceee.e. page 4
e Removing proxy fghts ...........ccccvviieeiiiiiiiiiiieeeie page 6
e Viewing another user's Message Center as a proxy ....... page 8

Granting proxy to another user:

o 1. In _Message Center, click Proxies tab.
2. Click Manage.
] [E=[ECR[ExE|
Configuration | Behavior Prefs | Manage Pools | Manage Proxy | FYI Result Subscriptions
Proxies Given by Me Proxies Taken from Me

User BeginDate End Date Mew User BeginDate EndDate

3. In Setup window, click Add. I

Details Remove Details Add Remove
IM Received

O ] [ Cancel
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Manage Proxy | FYI Result Subscriptions

Proxies Given by Me Proxies Taken from Me

Configuration | Behavior Prefs | Manage Pools

User BeginDate EndDate Mew User BeginDate End Date

2. of )

In New Given Proxy panel at bottom of
screen, type last name in User field.
5. If full name does not appear and
<Multiple Matches> are available for |——
— this last name, click Search icon to

pm—r— ”_\Mﬁnd specific name. /

- eRx Routing Errors

- eRx Non-Matches
eRx Renenals

eRx Suspect Matches
Medications

Casign Orders
Orders to Approve Grant ->
Renewal Orders

User Availabl

Muitple Matches> Inbox]

- Proposed Orders <-Revoke
Begin Date Resuits
<<-Revoke Al

= = -+ Abnormal
spelane el = S|
End Date . Normal

- . . Other -
ove/is ] e 3| | bocuments

Forwarded Documents to Review
Forwarded Documents to Sign

Review

sign

Letters to Print

Winrk Ttems i
[r— | ——

~
a (== Es
Lazt name: First namme: Suffix:
e
tinres -
Title: Alias: Alias tppe: Hew Pravider

- ;
Presiew
Uzemane:
Clear

[ Limit by qraup T Mo data filtering
[ Limit by argaization T Mo data filtering
[] Limit by position T Mo data filtering
[ Limit by relationship T Mo data filtering

[T %iew physicians only

THENHES] [ELLIS ] EL
TRNRES10, ELLIS FISCHEL C. Uriiversity HSC [ P3 Provider - Resi|
TRMRES2, TR S FISCHELL S S D Dl
TRMRES3, TRAIN
TRMRES4, TRAIN i i i i
TN Click to highlight desired name.
TRMRESE. TRAIM H
TRNRES7, TRAIN Click OK.
TRMRESS, TRAIN
TRMRESS, TRAIM  ELLIS
TRMRESACUTES... ELLIS FISCHELC... Provider - Acute C
TRMRESACUTES.. ELLIS FISCHELC Provider - Acute C
TRMRESACUTES... ELLIS FISCHELC... Provider - Acute C
TRMRESDERMT, ... ELLIS FISCHELC... Uriersity HSC [e... Prowider - Dermat.
TRMRESDERMZ, ... ELLIS FISCHELC... UniRysity HSC [e... Provider - Dermat. =
4 1] ] +
Mare matches exist = \

[ ok ] i Cancal
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Available Ttems

8. Select a Begin
Date and End
Date. Notice the
End Date defaults
to one month.

G

CC Messages
Consumer Messages
General Messages
Rx Routing Errors

i eRx Non-Matches
eRx Renewals

R Suspect Matches
Medications

rders

-+ Cosign Orders

-+ Orders to Approve

/

| Renewal Orders
. Proposed Orders

Begin Date
03/08/2016 = E| 1438 B

End Date

04/08/2016

EB 1438

Results
Abnormal

- Critical

-+ Normal
Other

Documents

Fornarded Documents to Sign
- Review
- Sign

Letters to Print
Wark Ttems

ranted Ttems

= Grant All -3
Grant -> ‘

<-Revoke

N

- Forwarded Documents to Review

o)

Available

To grant all permissions from

Items, click Grant All.

Accept & Next Cancel

o [ o

User

Available Ttems

Granted Items

10. To grant specific permissions,
click on Item to highlight it.

eRx Suspect Matches
Medications
Orders
Cosign Orders
Orders to Apprave
Renewal Orders

Begin Date

03/08/2016

EE 1438
B[] e

End Date

04/08/2016

Proposed Orders

E A}:ormal

Critical
Normal
Other

E Documents

Forwarded Documents to Review
Forwarded Documents to Sign
Review

sign

Letters to Print

Work Ttems

= Grant All -»>
<-Revoke

<<-Revoke Al

11. Click Grant.

Accept & Next Cancel

User

Available Items

TRMRES 1 MD, TRAIN

& EE

Additional Users

Begin Date
03/08/2016 & E 1453 5
End Date
04/08/2016 E 1453 E

Inbox Items

Messages

CC Messages
Consumer Messages
General Messages
eRx Routing Errors
eRx Non-Matches
eRx Renewals

eRx Suspect Matches
Medications
Orders

Cosign Orders
Orders to Approve
Renewal Orders
Proposed Orders
Results

Abnormal

Critical

MNormal

Other

Documents

Forwarded Documents to Review
Forwarded Documents to Sign

>

= Grant All ->>

Grant ->

<-Revoke

<<-Revoke All

Granted Items

Results

m—

12. Click

N —

Accept & Next.

Review
Sign
Letters to Print
Work Trems 4
Acceptatext | | Cancel ]
[ oK | [ concel
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)

Configuration | Sehavior Prefs | Manage Pooks  Manage Praxy | FY1 Result Subsapiions,
Prasies G by e
user

Begn Date End Date
TRARES 1 MD, TRAIN 03,08/ 1

(o = Es
Proxes Taken from Me
5400 DAIDB/I6 14:55:

New User BegnDaie End Cate

13. Back at the Setup window,
you can click Add to set up
an additional proxy, or click
OK to save current proxy.

— | \
==

(=]

Settings saved successfully,

14.Click OK to
complete process.

Updating proxy, including date/time:

Message Center

1.

In Message Center, click Proxies tab.
2. Click Manage.

¥ 0 minutes ago

|
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] [E=EEoE >

Configuration | Behavior Prefs | Manage Pools | Manage Proxy | FYI Result Subsariptions

Proxies Given by Me Proxies Taken from Me

User Begin Date End Date MNew User BeginDate EndDate
TRNRES1 MD, TRAIN 01/15/16 13:05:00 02/15/15 13:05:00

3. Inthe Setup window, click on desired user’s
name in Proxies Given by Me window.
4. Click Details button.

[ pewis ] [ Add ][ remowe Details add Remove

m Received

oK ] I Cancel

User Available Items Granted Items
TRNRES 1 MD, TRAIN il il Inbox Ttems a Results
i Messages T
Additional Users €C Messages
Consumer Messages
General Messages
eRx Routing Errars
i i~ eRx Non-Matches
— Bgnewals
. ct Matches
5. Change the Begin Date and = E
End Date, as needed. —
ove
— Orders < Revelk
| > < 1% - Proposed Orders e
03/08/2016 2] 142 = E:EZ‘"EI
End Date HNormal M
i i Other
04/08/2016 = 1426 = .
K Douments 7. Click Accept & Next.

6. Make permission
modifications, as needed. /

[ Accept & Mext ] [ Cancel ]

o ][]
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Configuration | Behavior Prefs | Manage Poals | Manage Proxy | FYI Result Subscriptions

Proxies Given by Me Proxies Taken from Me

User Begin Date End Date New User BeginDate EndDate
TRNRES1MD, TRAIN 03/08/16 14:55:00 04/14/16 14:55:00

[8. Click OK. j

Details Add Remove Details Add Remove
[ I I \
Received ‘

[ OK ] [ Cancel

Settings saved successfully.

[9. Click OK.

To remove proxy rights:

Message Center 'O, Full screen ¥ 0 minutes ago

1. In Message Center, click Proxies tab.
2. Click Manage.
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Configuration | Behavior Prefs | Manage Pools | Manage Proxy |FYI Result Subscriptions

Proxies Given by Me Proxies Taken from Me

User Begin Date End Date New User BeginDate EndDate
TRNRES 1 MD, TRAIN 55:1

3. Click on name to be
removed from Proxy.

|:4. Click Remove. :I
|:5. Click OK. j

\

[ oems ]| add ][ Remove Detals Add Remove
IHEHI Received
e

s [olEE]
Canfiguration | Behavior Prefs | Manage Pocls | Manage Proxy | FYI Result Subscriptions
Proxies Given by Me Proxies Taken from Me
User BeginDate End Date Mew User BeginDate EndDate
6. Click OK. The person
is now removed from
Proxies Given by Me.
Settings saved successfully.

[ Detais ] [ Add J [ remove Detals add Remove

Im Received
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Viewing another user’'s Message Center as a proxy:

Message Center

Proxy:  TRNATTEND1 [ =]

Display: ‘CEaztSee

= Inbox Items (9)

S Orders (4/4)
Proposed Orders (1/1)

Orders to Approve (3/3)

8 Doaments (2/2)

= Results (1/1)
Critical (1/1)
5! Messages (2/2)
General Messages (2/2)

Message Center

Inbox Summary

[TRNATTEND 1 MD, TRAIN
3 e =

Forwarded Documents to Sign (i

Proxy:  TRNATTEND1 + | Manage

In Message Center, click Proxies tab.

_jCommunicate

| TRHATTENDI ...
TRNATTEND1 ...

Click on drop down arrow to view list of users who have
given you proxy to manage their Message Center.
Click on name of user whose Message Center you want to

view.
/

O] Full screen

& 1minutes age

Documents X

—1Communicate - Open 4 Message Journal t | 8 select Al

Assigned Author Create Date © Description Description-5ub... Due Date From Location Notification Ca...

Display: | ast 30 Days

=l Inbox Items (9)

S Orders (4/4)

Proposed Orders (1/1)
Orders to Approve (3/3)

8 Documents (2/2)

Forwarded Documents to 5ig
= Results (1/1)

- ]

TRNATTEND1 ... Belden MD, Jef.. 03/07/1609:2... Progress Note

Progress Note ...

Trorestest, Re.. PROGRESSIVE ...

3. You can now view and work with the folders for which you
have been given proxy rights.

Result type:
Result date:

Result title:

\erified by:

Result status:
Performed by:

Encounter info:

Patient: BCARDIO, BRIAN
Age: 44 years
(Associated Diagnoses: None
Author:  TRNRES1 MD, TRAIN

Progress Note

March 08, 2016 15:29

Final

Progress Note

TRMRES1 MD, TRAIN on March 08, 2016 15:30
TRNRES1TMD, TRAIN on March 08, 2016 15:30

10014002, UNIVERSITY HOSP, UH INPATIENT, 11/19/2015 -

* Final Report*

Progress Note

MRN: 11-00-10-00-2
DOB: o1ninemM

FIN: 10014002
Sex: Male

Visit Information
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Action List
Action Performed By Performed Date Action Status  Comment  Proxy Personnel Requested By Requested Date Request Comment
Perform  TRNRESLMD, TRAIN 03/08/2016 15:30  Completed

sign TRNRESLMD, TRAIN 03/08/2016 15:30  Completed

VERIFY  TRNRESLMD, TRAIN 03/08/2016 15:30  Completed

sign TRNATTENDZMD, TRAIN | 03/08/2016 15:30  Completed TRNATTENDLMD, TRAIN  TRNRESIMD, TRAIN  03/08/2015 15:30

myou Sign an item as proxy, the Action List will display\

your name as Proxy Personnel.

If you want to leave an item for the original provider to
address, close the item or move to the next item.

Do not Sign, Review, or Forward the item.

_~




