LSU Health New Orleans School of Dentistry

axiUm User Guide

Kathy Hansel




How to use this manual:

Faculty, Residents, Students- this manual is a printed version of the topics listed on the axiUm Help
page in the LSU School of Dentistry Learning Center. Training exercises, approval codes and
department specific materials are provided during training sessions.

Staff- cashiers, hospital admit techs, dental assistants- training materials for specific duties related to
each position and department are provided during individual training sessions.

Kathy Hansel

axium Administrator

Room 2305

khanse@Isuhsc.edu 504-941-8139




AxiUm User Guide

Kathy Hansel, Instructor khanse@Isuhsc.edu Room 2305 Clinic Building

504.941.8139

\uh axiUm - LSU Schaal of Dentistry
Actions Tools  Links Patient  Window | Help

Help on top toolbar - Custom Help Files links to Axium Help page on LSU SOD- Learning Center

axiUm Help Files links to Additional axiUm Help

Access to AxiUm page 2

Scheduling Patients/Scheduler Module 3

Rolodex/Personal Planner (open charts, find your appts, reports) 4-5
Finding Forms 6

Chart Add tab- Charting Findings (caries/existing restorations) 7

Entering Planned Tx- Chart Add tab 8
EHR Tx History Views 9-10

Adding Supernumerary Teeth 11

Adding General Clinical Notes 12

Adding Clinical Template Notes (PG Endo) 13
Contact Notes 14

Completing & Approving Tx 15

Comprehensive Tx Planning - Tx Plans tab- PG Pros, GPR) 16-17
Printing an Estimate 18

Perio Module Instructions 19

Messenger 20

Exit Exams 21

Suspending Forms 22

Adding/Viewing Photos (scanning to Attachments) 23-24
Opening Consult Forms 25

PG Treatment Consent Forms - How to Add a Consent 26

Medical Information Request Form Instructions 27

Workflow for Postgrad Residents 28-29

Faculty Start Check 30
Faculty Step-by-Step Clinical Instructions 31
Adding/Editing Grade Forms 32

Evaluations Module 33



mailto:khanse@lsuhsc.edu
mailto:jschlu@lsuhsc.edu

Access to AxiUm: Axium is installed on clinic and library computers only.
To accesss axiUm on your personal laptop, see the
instructions below.

Off Campus  Citrix

1. Go to LSU Health New Orleans School of Dentistry Home Page http://www.lsusd.lsuhsc.edu/

2. Select Citrix Web Interface - Use LSU username and
password

3. Select Applications tab when Citrix Online Plug-In window appears, you should see Axium icon-

log on using axium logon and password

To access Schick (CDR Dicom), you will have to open remote desktop connection through citrix

Hit Start button — lower left corner of Citrix window

Select Remote Desktop Connection (computer name : Isusd-terminal)

Connect

Use LSU username and password

L o N U

Hit Start button in this window to find CDR Dicom (Schick radiographs) program.

0 LSUHealthNewOrleans

School of Dentistry

On Campus

Access axiUm through Remote Desktop Connection

Go to Start> in Search field, enter "Remote Desktop"

When Remote desktop connection window opens- enter in Computer name : Isusd-terminal
Connect

Use LSU username and password

Double click on Axium icon- use axium username and password

No vk wNR

Hit Start button in this window to find CDR Dicom (Schick radiographs) program.

Kathy Hansel Axium Administrator Room 2305 khanse@Isuhsc.edu 504.941.8139 10/2017




Scheduling Patients

1. If the book you wish to schedule in does not display, click on book icon = in upper right hand corner of

Go to Scheduler module m

scheduler screen to select scheduling book. (Will open to the book you use most often)
2. Double click on beginning of desired appointment time slot in your column.
type in last name or chart # of patient in rolodex window- or select patient from list at right of window- Enter

Rolodex (Select Patient) E
: == Fatiert, Ima [334E)
brair,p r |} Fatient, Ima3 [3189)

Mame I Chart #

I Contact Phone | BirthCrate I Id

[«

TRAINING, Patien 23... 3297
TRAINING, Patient ... 3286

FAO rmainae moe oA AmE

N o vk

H: [604)555-.. 14141365
H: [504)555-..  7/20/1333

[ T e

double click on patient name -

choose appointment length by choosing Appt Code

In the New appointment window, click on Tx Plan button
move procedure you plan to do at this appointment from Planned Treatments (left side) to Appointed

Treatments (right side)- Close

8. hit Accept in New Appointment window

: New Appointment

TRAINING, Patien 23 [3297)
TRAIMING, Patient 02 [3287)
TRAIMIMG, Patient 04 [3304]
TRAINING, Patient 05 [3314]
TRAIMING Patient MR (332R1

+ — Patient — Appointment
| TRAINING, Patient B5 - 3347 Provider IDEUUUUU
110 Flarida Ave 2nd Provider |

Mew Orleans, LA, 70119

Appt. Code I 3JHR

T Digcipline I

Add'l Providers
T#. Flan...

Recalls...

Hame [504) 555-5555
Wiork, 1 Appt. Skatuz I
kobile (]
Other i [ Recal I j
Contact Haome
« Pt Information —aAppt Detailz _
Pt Statuz Active Patient Time Fri.Jun 22, 2012
Time 3:30 am to 17:30 am
Pref. Time I
Chair 315
tade on Fri, Jun 22, 2012
Pt Maow Due 000 Last uzer

T# Plan Tatal |0.00

[™ Sooner if possible [~ Short Hotice

Reason I

Right click — select patient to open patient record.

Reschedule- right click on appointment slot- select reschedule- appointment slot turns yellow- go ahead to new

=

Maotes. ..

R T Flan |

==

[ s |
3

appointment- drag yellow appointment to new appointment slot- double click to insert appointment.

Cancel, fail, delete appointment- right click on appointment slot. Always indicate if patient failed, canceled less or

’

greater than 24 hour notice. Only use delete if you made appointment by mistake. This will display in patient card. Click

on patient name in status bar at bottom of screen

Kathy Hansel 504-941-8139

TRAINING, Patient 1 (M51)

Room 2305

to open patient card.




Selecting a Patient Via the Rolodex

Actions | Tools Links Patient Window Help

Rolodex

Training. Patient €5 40595
1130 Florida Avenue

Active Patiert
Maw Odeans. LA, 70119 Typodont
H - (B04)123-4567 W
Age - 53, Male
Mobie Phone: (504) 123-4567
Contact Phone: M: (S04) 123-4567
Acct Sts: OPEN .
Racel =D - Student. Joe{Group: 15C)

Ethmcty PATIENT. IMA.
Patient Balance: 109.00 Eramrc_ Podumy

iraeneng, Fooum

Training, Bab

Troining, Patiert 65
TRAINING. Patiert 16
Trairing, Penio

Training ATP, Patient 120

Prefemed Language

|
HMen Cdl: MH
Emai

[

JEEAREEE]

Name | Chan & | Home Phone -
¥ Training, Patient (M40) 60950 (504) 255-2555 -
¥| Training, Patiert (M56) 62053 (504) 341-8100

7| Training. Patiert (MSE) TES013 (504} 1234567

J| Training, Patiert (MEE) 73038 (504) 1234567

| Training. Patiert (LU0} TTBIET (504) 1234567

| Training. e 40555 (504) 1234567

o | Traning 0 45333

o | Tramning. 45334

7] Training. 45335

¥| Training. Pateent 07 (U0 TE177F

v TRAINING. Patient 10 (M38) 3204

V| TRAINING, Patient 101 (M&D) 245933

7| TRAINING, Patient 106 (M12) 40589 504) 555-5655 ¥

K Hansel m m Training. Patient 65 (MS53)

1. Click on Rolodex button.

2. In name field, type in the last name, (and as little of the first name as is necessary to pull up a reasonable list of names) You can
also search by chart #, phone number (omit area code), birthdate, and first name (,Mary). If you fail to adequately narrow down
your search (eg. Smith) you significantly increase search time and number of names to scroll through.

3. Click on the patient’s name. Make sure that the patient’s name displays in the bottom name field.

4. Check the patient’s demographic data to insure you’ve selected the correct record and that the data is current. Corrections
should be made by the Business Office.

5. To hold the name in your notepad for easy selection on another day, check the box on the left. If the patient’s name is in the
notepad, a single click will select the patient.

Opening Charts from other modules: Selecting Patient on = wrdow nep
Select Patients. ..

top toolbar allows you to open previous patient’s chart and

those patients listed in notepad list.  PATIENT, IMA (37246)

. Patient, Screering 01 (T47733)
. Patient, Screening 02 (T47734)
Patient; Screening 03 (T47735)
Patient, Screening 04 (T47736)
Fatient, Screening 05 (T47737)
Patient, Screening 06 (T47738)
Patient, Screening 0F (T47739)

w

05/2018
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axium cheat sheetlfor Personal Planner -

&' Personal Planner 1- Select tab EI@
2- Select date range
Lists | CIP Procedures | Patient Contact List | Production Report Postgrad 3- Hit search to run report
ON rﬁ, =1=4 Provider  [G1224567 Datefom (05152015 [<]
User |Postgrc|d. John Date To 05/29/2015 E]
m Reason
Unapproved | Assigned Pts | Appointments | Chart Requests | Pt Needs | Overdue Pts | Assigned Forms Appointment Treatments...
S| P| Type Pt Name Pt Chart Phone # Date Time Clinic Go To Appointment...
Active Training, Axium 28312 (504) 555-5555 | D6/08/2015 08:00 AM Juniors .
Select Patient,

Unapproved tab- To see if any of your patients' treatment is still unapproved:
e Select the unapproved treatment tab... choose “date from” for the date range desired... hit search button

Oy

e Check this on a weekly basis.
Assigned Pts tab- To get a list of patients assigned to you:

e Select the Assigned patients tab... hit the search button (magnifying glass)

e This module defaults to your provider number and you will see a list of your assigned patients

e Make sure that the “date from” button at the top is set to a date back to beginning of clinic to see a full
list.

e You can highlight a patient’s name in the list...right click to select patient... you can now go to the
dental chart for that patient.

Appointments tab- To search for your appointment schedule:
e Select the Appointments tab...select a date range... Search button
e Select a Pt Name in the list and right click to go to appointment or select patient

Top row of tabs
Production Report tab- get a report of completed procedures, RVU’s and amount charged to

production
Select Production Report tab...select detailed or summary...select date range...OK

CIP Procedures tab- a list of completed, in process and planned procedures entered by you only
e Select CIP Procedures tab...select date range---OK...also has production amounts

Patient Contact List tab- list of your assigned patients with phone numbers
e Select Patient Contact List tab...may be more than one page...select arrows next
to 1 at top of report to see more pages

05/15



Finding Forms

Forms can be accessed in two places in axiUm: the Forms tab and the Attachments tab. This document serves
to distinguish where users can find forms rather than how to complete them.

Forms Tab

*  Open HEHR
e Click on Forms tab

e Click on the Iﬁ Create a New

Record or Add Patien Form
button on top toolbar. |&

e Select a form from the drop-
down list.

Some forms, like Medical History,

will not be available in the drop-
down list once data is added to
the form. Rather, the form will
display in the Forms on File win-

dow. Click on the form there and

modify. Changes will be saved with a new date.

Attachments Tab
* Open HEHR and click on
Attachments tab (or click on

the Attachments button
on the left)
e Default is Consent Forms

e Click on IE the Create a New

Record button
e Click on

You can download PDF copies of the forms
by setting your computer’s default printer to
PDF and then printing out the forms.

- the elipses button
* Doubleclick on the desired form
* Click OK and then complete the form

. . - ) i - ~
In Progress Tx Histary Tx Plan w Peria Labs Prescriptions Click here to open form list
Form # D escription ‘ User | Do [ @
Add Form '
Form
Fom
]
Date COMDEN Complete Denture Examination
Description ENDO Endodontic Forms
ExiM TMD ADeclusion
MEDHIS Medical History =
OROFAC TMD ADrofacial DOU_blBC"Ck on
ORTHD ftthodontic Form desired form
FEDO Pediatric Form
FERSON Personal Information
REFER Referal Reguest
TMD Occhisal Exam/TMD Foms
TFB TPB Exemption
=RaY R adiology
In Progress Tx Histary T Plan Fomms _ Peria Labs Prescriptions E e
Change Date [16/23/2009 Last Appr. [Shrout, Michael | Forms o File |@
= Biopsy Form
Medical History | Head Aind Meck Exam | Dental Exam Dﬁﬂ 242009
Form Question Anzwer | Date Medical Histary
Ay changes since last wisit? Maote changes in appropriste area = Radiology @
of this form, 11/12/2003
-- MEDICAL SUMMARY/MODIFICATIONS - TMD/Dcelusion @
b rrlinal Histor Sommans FMun wm with & he nf hu-nass sumers NR/24/2009

In Progress T Histary | Tx Plan | Forms mﬁescriplions | E |I
cnnsamsl Click here to bring add a patient consent l_——k

Section | Date I Consent Code | Description I File Type | Denied I Expiry Date | Lser I

Fonc |

Esg;its Patient Consent

|(| Consent Forms
Consent
Historical Records

Advanced Periodontic Section

Date [ozi062008 %]
—
ICDnsant Forms 'l

Click here to selecta form I

Ewxpiry E
Subtab |Coreents A

Cancel

Works the same way as
accessing consent forms
via Attachments tab

Consents Eexlo

Consent Codes - 5‘
| 7| 7| =@

i~ Consent Cod

I Inactive

Imaging

Forms [2]

Consults

Letters

Business Office
Corsent Forms

Lab

Historical Records
Advanced Periodontic

Section

Date

/Dn-Line it Signature

=

| =1

Customized /
Denial Text

Doubleclick on
Code | Deseription desired form
APMEA Treatrment of Apnea

DENIMP Dental Implant Treatment
DENTUR Approval - Denture Appearance
ENDO Endodontic: Consent

GEN General Consent

GEMFAC Faculy General Consent

GPR GPR General Consent

ICS Informed Conzent for Surgery 4
IVCONS I¥ Conscious Sedation

LsC Limited Services Consent
ORTAPP Orthodantic Appaintment Palicy
ORTHO Orthadontic Treatment
PEDEEH Pediatiic Behavior Management
PEDINF Pediatric: [nformed Consent Sur
PERSUR Periodontal Surgery Treatment
FPERTRE Periodantal Treatment

PESEFR Pie-tppoint Child Sedation
FPR Privacy Practices

RELEAS Release of Health Information
sIC Surgical Implant Congent
SURANE Oral Surgery and Anesthesia
SURGER Surgical/Diagnostic Procedure




Charting Findings (Existing Conditions and Restorations) in axiUm

2
Open the patient’s chart in the Rolodex u

Open the EHR (Electronic Health Record) n

1. Chart Missing Teeth & Primary Teeth
In odontogram (tooth chart in top half of EHR window), click to select tooth number box or several

teeth, right click and select Missing. Right click- Select Teeth -to choose All Teeth or Maxillary or
Mandibular Arch- Missing. M now appears in missing tooth space.
Right click option Age Change changes tooth to primary tooth letter.

2. Add Findings Via Chart Add Tab

Chart &dd

Clickon - * (top right of window) to open tab.

In Chart Add tab, click on ©* Findings

e Add Existing Restorations —

Select Existing Restorations Category to add existing restorations, sealants, temporary materials.
Use First tab- Quick List- (go to Full list if not found here)

Select restoration material (amalgam, composite, etc.)

Select tooth surfaces in odontogram-

Hit Add Finding buttont=* ‘

Text should appear in window under Add Findings button at right in blue text (students need approval)
E in status column =existing restoration

St | Code | S'rte| Surface | Phase | Description

E  MAMAL 2 Do ] Amalgam

e Add Existing Conditions —
Select Existing Conditions Category to add tooth conditions (Tipped teeth, diastema, impacted, etc.)
Use First tab- Quick List- (go to Full list if not found here)

Select condition from list.

Select tooth numbers in odontogram-

=1
Hit Add Finding button®='*

Text should appear in window under Add Findings button at right in blue text (students need approval)
A in status column= existing condition

e Add Caries-
Select Caries Category to add caries found during clinical & radiographic exams.
Use First tab- Quick List- (go to Full list if not found here)
Select restoration material (amalgam, composite, etc.)
Select tooth surfaces in odontogram-

[P

hit Add Finding buttont=# |
Text should appear in window under Add Findings button at right in blue text (students need approval)

A in status column= existing caries

To delete a finding, highlight the text, select button with red X.
When finished, have faculty approve- text will display as pink once approved. 05/2018



Planning treatment in the Chart Add tab

HR ha ha Add ainin b 08 ™
| 4 4[4 4 4[4 4 A[EE E[EE 6 | [EEE[EB FDIF) - 01/08/2013 @
[ [ [ [POIL] | Lt B
T2 3 [« [Fs [Fe [F7 [Fa [ra [ 10 | 11 | 12 |WEEMIF14 [F15 | 16 || Alens | Problems | Obiectives @ _
B A T | N e
n 1} | ) 1 Il ] l i ] Ry B Allergic to latex @
‘-‘ ; { Lk | — - {pec= [P = ) = e Congestive heart failure/S0B
SRR 3- select tooth Medical consult- see MED Ha- Medi Ef
'-‘ '- - surfaces Unstable angina
5 b O
b 2 g 2 Current Medications:
o 3 1 3 e = Aspirin daily
; - i | oumadin dosage and frequency
} b | ' f { Coumadin d d f E
i ; /f ,I f ' | | | ' J 1| 1 ‘, ¥ ather rieds with dosage and frequer 2
»
) < -
2 | = 30 | 29 | 28 | 27 | 25 | 25 | 24 | 23 | 22 | & 200 | Ae e A = J = jt‘
POIL]
I [FOIF) \

InProgress | TwHistoy | Forms | Attachments | Perio | TwPlan | Medications CharlAdd| L |

B Quick List | Full List | Search @ @ : :2 Qh 4- select P for
g Dm ltnlg?_ | | | = planned treatment
ental Tus ‘ @ Amalgams =
edical Txs 1 - selec ts ode ite] Surl
O Medical T Z 2- select Sts | Cod Site| 5

5]

Category ~ || [ amalgam - 2 sufsces procedure from E MAMAL 3 MOD 0 Amalgam

Diagnastics ||| mmalgam - 2 sufaces Quick List E MaMal 4 DO 0 Amalgam

Preventive W Amalgam - 4 or more surfaces & ChO04 12 o n] Caries lesion in pit/fissure
Endaodantics @ Resing- Anterior & C5004 14 a a Caries lesion in pit/fizsure
Periodontics lesin-based comp-1 surf, ant,

W 1- select -resin bazed comp- 1 surf, ant

ELZB::IS;'D[QSIT}-:S\. category lesin-based comp-2 surf, ant.

Fiemovable Pros I ‘/ resin-baszed comp-2 surf, ant.

Implants ‘f Resin-based comp-3 suwif. ant.

Pediatics || |¥# Gl resinbased comp-3 suif, ant

Surgery ¥ Resin-based comp-d+surf, ant.

Orthodontics ¥ Gl Resin-based comp-d+zurf, ant. j

Miscellansous ,

Expert| Diagnosis  Procedurs | Details

If procedure is not already planned, it must be added in the Chart Add tab:

i

Hit create new record button to open Chart Add tab '

To Add treatment —
1) select category 2) select procedure from Quick List — 3) select tooth site and surfaces (if applicable) in

odontogram- select P planned treatment button G“ii in toolbar
Planned procedure will appear in blue text if it needs faculty approval- Yellow dots appear on tooth
surfaces in odontogram

Stg | Code | Sitel Surfacel FPhasze | D ezcription
P D2150 18 kA0 1:0  Amalgam - 2 surfaces




To View Treatment on A Specific Tooth or Teeth (evised 427/07)

| | | | | | | | | | | | | [FOIF] |
3 T History | Tx Flan | Farms |_ Perio | Labs | Prescriptions | > | A |
I Prov. /U zer I Code I Site I Sl I Statl F'hasel Locationl Dizcipline I Appr. Lser I D escription ‘r( l—
T. Student  D27520 13 F 0 REST I, byers Shade Selection - ste Jal E
T. Student | D2752E 12 F 2 REST M. Myers Jaw Relation Recard® W
T. Student  D2752E 13 P 0 REST . Myers Jaw Relation Recond*
F 2 REST

T. Student  Da782F | 12

I, byers

Exit EHR and return to restore default for displaying all

treatment.

1. Select Patient
2.

3.

4.

5.

6. Click OK

7.

Exit EHR and return to restore default for displaying all

treatment.

1. Select Patient

2. Open EHR - Tx History tab

3. Click on the ellipses button next to the Site data field

4. Click on Deselect all

5. Check the teeth number you want displayed

6. Click OK

7. Only selected teeth will display
Date | Prov. /U ser | Cods Site Surf. | Statl F'hasel
03/21/07  T.Gtdent D2752 | 13 |MODEL P 0O
03/21/07  T.Student D27524| 13 P 33
03/21/07  T.Sludent D2752B| 13 P 0
03/21/07  T.Stdent D2752C| 13 P 0
03/21/07  T.Student D27520| 13 P 0
03/21/07  T.Student D2752E| 13 P 0
03/21/07  T.Sludent  D2752F \_13 P O

Cementation

|

OOoO0O0OoOo0oOdOood”OoOod

10
1

13
14
15
15
17
18
19
20
1
22
23
24

b P J

To View Treatment for a Specific Time Range

Open EHR — Tx History tab
Click on the ellipses button next to the Date data field
Check the fields you need to change
Change to the desired dates

Only treatment for desired date range will display

Select Date

Fﬁn [o10172007 8] ok, |

M To  [oaze2007 [8]

Caticel

I S

H
Mar

Mo

« 2007 =

April
Tuwe Th Fr

24
May

S5a 5u

2
3

30

3 4 5 B

7

1
8

10 11 12 12 14 15
16 17 18 13 20 21
23 24 2%[26 27 28 29

22

e




Filter treatment records in Tx History by tooth number in the odontogram
Select tooth # box in odontogram (turns blue when selected) - right click
Select the Show Tx History option

School of Dentistry

_nks Patient window  Help

® EHR - Chart / Tx History - TRAINING, Patient 10 {3204)

PD(F)- 1041542012 3

44B[485[422]|322(222|232]|234| 22|222|222(322|332(334/]433
[ 45|566|E54|322|223|223|422] 22]|222]|322]|222]|333]/434]433 [FDILI-10415/2012 | ¥ >
1 2 3 4 5 5 7 8 g 10 11. 12 13 14 15 18 | Alerts | Froblems | Objectives ﬁ
{ i \ \ \i 1 .‘ ;| i T ) Medical Alerts: »
|\‘ i l\ _n' Il ] \ lII l ll 5 \ | ‘] Medical consult- see MED Hx- Medic @
1 ) J‘J 1 ] 1 | \ ) ] ] i1 y 4 Marphine Allergy o
5 Other autoimmune (add alert note)
Current Medications: 0
ALLEGRA-D. Nasarel 23mcg EF-
!/ T T | ' f I ! Patient Alet o
; N | ] alient Alerts:
¥ ff J,l '[ ‘ | I .'I | | See contact nate @
SR : v
I I I I < R
sz | 0w [ a0 |2 |z |27 |z | 5 | x4 |z PEM w Dan Daa e | 47 |2 Z
| Select Teeth 3 FOILI
| | Age Change FOIF) |
In Progress T Histary | Farms Altachments Peria Tx Plans I I'\qﬂlilxzrcllm[?eritition ¥ o
Date Prov. /U zer | Code | Site | S, | Stat| F'hase| Discipline a1l permanent | Site E] @
05/13/14 Davs2 22 MIDFL P 20 FPROS noble metal (In house | 4
Missing Fram I:IE] H
Undo Missing To |08A3/204
Tooth Motes{Conditions. ., -
Show Tooth History,, . Views |
= Station Wiew
= student

Plarned/In Process
Cornpleted Trirmts
Station

[N YT

Tooth Details,..
Yiew Tooth, ..

if

Axium filters the list view to display only those records (e.g. treatments, conditions, notes, etc.) for the
selected tooth (see below).

To return to the original list view, go to the odontogram, deselect the tooth, and select the show Tx History
right-click option again.

In Progress T+ Histary | Forms | Attachments Perio Tx Plans Medications Chart &dd hd -
Date | Prov. /U ger | Code | Site | Surf. | Stat| Phase| Discipling Appr. User Description | Site E] @ 8
05/13/14 D275 22 MIDFL P 20 FPROS K. Hanzel Crowr - PFM noble metal [In house |

Fon | ]

To |058/13/2014

Wiews |

Station Wiew
student

Plarned/In Process
Completed Trimts
Station

Mates OMLY

%6l 85

05/14
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Adding Supernumerary Teeth to the Chart in axiUm

e If asupernumerary tooth has been treated, indicate the tooth site as follows:

Primary: add 'S' character behind the letter of the nearest adjacent tooth designation
(e.g., an extra tooth next to C would be CS).

Permanent: add 50+ the nearest adjacent tooth number
(e.g., an extra tooth next to 28 would become 78).

e To chart/add a supernumerary tooth as a Finding during an initial exam

.

-opens Chart Add tab- select Findings radio button
Procedure subtab- Existing Conditions Category-

Select C4016 Supernumerary tooth as a condition

Indicate the tooth site by adding 50 + nearest tooth #

=
| Ml

b
Select Add Finding button 15 to Save



Adding General Clinical Notes in axiUm

n . | TaHistory
1. In the EHR module- Tx History tab -

2. Hit the Add Note button [ﬂ General note.
To choose a specific note guide for a discipline, hit the ellipsis button next to Code

T

and double click on the note code or hit the down arrow button so that it
appears in the bottom of the window.

UGEN Undergraduate Endodontice APPOINTED FOR: CHIEF COMPLAINT: MED H< REVIEW:SYSTEMIC ILLNESSE 1
= |

ndergraduate Oral diagnosis- Comprehensive Exam :BP: : H
@ UGOD Und d Oral di is- Ci hensive E CHIEF COMPLAINT: BP; PULSE ALLER

ndergraduate Periodontics : choose one comprehensive perio exam sc/ip monl |
@ UGPE Und d Periodontics APPOINTED FOR: ch hensi i /! 1 |
= ndergraduate Removable Prosthodontics g 2 ¥ i
(£] UGREMPR Und d R ble Prosthodontics APPOINTED FOR: CHIEF COMPLAINT: MED HX REVIEW: SYSTE

'S ucncoT Undergraduate Mestorative APPOINTCD FOMN: CHICT COMPLAINT: MED | SNCVICW: SYSTCMIC ILLNCSSE

— i

- b

Sclected Commenta:

Undergraduate Restorative APPDINTED FOR: CHIEF COMPLAINT: MED HXREWVI E‘»\-’:‘S‘\’ST EMIC ILLNESSE'

The note guide (IN CAPS) will now appear and text can be added. Hit Add New to Save.

eneral Mote - TRAINING, Patient 11

Site 2 Select tooth site from || |Hanse|, K.athiyn |E] I

drop down menu

3 v -
Date j Seqht EI Appr. User| | |
Undergraduate Restorative || Code I:I B

APPOINTED FOR:

CHIEF COMPLAINT: ﬂ ﬂ =
MED Hx REVIEW: SYSTEMIC ILLMESSES. ALLERGIES. MEDS [DRUG. DOSAGE FREQUENCY, FOR-] "OGREST

OR&L CAMCER ExAM FINDIMNGS:

REASON FOR VISIT:[EX: MO CARIES #3 0R #3 CROWN AND REASON, |LE.SURVEYED, EXISITHG LARGE
REST.ETLC]

TH:

[AMESTHETIC [IM MG], RD, TOOTH #. SURFACES MATERIAL)

Hasz medical history been zigned by the patient?

(If Sig Required pink button dizplays, pt must sigh electronically now) —

NEXT WISIT: PROCEDURE AND ESTIMATED FEE Please swipe to add a
PATIENT INFORMED? b riote fior & different user

Kathy Hansel 504.941.8139 Room 2305 khanse@lsuhsc.edu
05/2018
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Lo
AxiUm Cheat Sheet for Adding Clinical Notes ”[ "1 Using Template Notes

n . Tx History l
o In the EHR module, Tx History tab e ==

e Hit the Add Note button 1".|l (top or bottom toolbar)

Select Mote Type Ié
Select
|
) General Note
() SOAP Note

Select Template Note
¢ In next window, choose a specific note guide for a department, hit the ellipsis button next

Code E]

to Code
e Select the note template code. Add text in areas where asterisks appear. Hit OK to save.

. =
i Template Note ‘ l e

Code PGEMCON B POSTGRAD ENDO CONS HX NOTE Please swipe to add a note for a different user

Site S Phase Uzer E]

Date 05/25/2015 E] Seqd 0 Appr. User

A

Angwer | 2 Prev

+
] |
- Spell Check
POSTGRAD ENDO CONS HX -

1. NAME OF & DOCUMENTATION OF COMMUNICATION WITH REFERRAL SOURCE: {8
2. PATIENT APPOINTED FOR: {*}

3. CHIEF COMPLAINT: {=}

4 TOOTH #S): {*}

5. MED HX REVIEW: {*}

a. BLOOD PRESSURE: {*}

b. Systemic liness: {*}

c. Allergies: {*}

d. Meds (Drug, dosage, Frequency. for) {*}

7. DENTAL HISTORY: {*}

8. CLINICAL EVALUATION (HARD & SOFT TISSUE TO INCLUDE CANCER SCREENING):
a. WHNL {*}

4 b. Findings {*}

8. PULP & PERIAPICAL TESTS PERFORMED: {*}

5. PERIODONTAL COMDITION (GENERAL NARRATIVE & LIST POCKETS OVER 3 MM OR TYPE FERIO
WHL):

a. WHNL {*}

b. Disease present & Pockets greater than 3mm {*}

10. # ¥-RAYS TAKEN & RADIOGRAPHIC INTERPRETATION: {*}

m

| Ok | [ Cancel |

Kathy Hansel 504.941.8139 Room 2305 khanse@Isuhsc.edu 05/2015
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Axium Cheat Sheet for Adding Contact Notes to a Patient's Chart

Open patient's chart in Rolodex. n

Open Patient Card by clicking on patient's name in status bar at bottom of screen or chart icon

ol

Patient Card - TRAINING, Patient 15 (2677)

in the middle of Rolodex screen.

e

contact notes |

N B B e 62

M—7

[ Show Deleted

Chart IN

PtType  [Employee ...

TRAINING, Patient 15

06/06/1934

1234 Home

Gentilly, LA

70122

Insurance Ml

Employer

Subscriber # 12112121212

Group 1111111

Holder TRAINING, Patient 15

Coverage Medicaid Coverage [Adult)

Office | [ [

| Custom | [ |
| Custom | [ [
Type | Date | Time
Active 04/02/08 1:00p - 4:00p
Active 04/11/08 9:00a - 12:00p
Deleted 05/30/08 1:00p - 4:00p
Deleted 07/21/09 8:30a-11:30a
Cancelled 03/23/10 8:30a-11:30a

Click on contact notes icon. Type in notes in Note window.

Click on Add a New Record icon to add contact note.

Kathy Hansel
Axium Support
504.941.8139
Room 2305

i~ Contaeth
Date User IHanseI, Kathiyn
Code
Note =
enter note here and then add to chart by
hitting add record (green plus button)
Date I Time l Note l User I
09/29/2010  04:42PM  wrong phone number Gordy, Spencer

14



Completing and Approving Treatment

) . “ T Histony |
1. With patient selected, open EHR, tab.

2. Select a line of planned TX and right click.
3. Select one to change Status from Planned to In ProcessTx Visit or to Complete Treatments.

5 LINKS FaUent winaow Hep

Add Tx Note...
¢ EHR - Chart / Tx History - Training, Patient 65 (40505) f— [re[=
dit Tx Note...
[ 431322)|232(233(332]|233|2
[ Add/Edit Tx Form...
1 |P2 3 4 5 6 7 BMN| 9 10 11 12 Add Lab... liectives | Prev Care
i Edit Lab Order... -
|';\ - see Physician’s Resp T
I.'I ! } L Complete Treatments
- : A\i.. > In Process Tx Visit L\\, 5 L
-"- -‘ Assign Phase/Seq... Zxday
%\: Tx Service Information... r:l(Z&ﬂcg
all | =
. Tx Consent History...
View Missing Required Consents...
Print Labels... i
i 2
32 31 P30 25 P28 27 26 P25 P24 P23 2 2 Add Student Eval...
| Re-activate Treatment
In Progress T History | Forms Attachments Perio Tx Plans Medicatior Redo Step Treatment |
Date Prov./User | Code | Site | Surf. | Stat| Phase| Loc:aﬁon| Do no Resolve Condition... Ste Al E]
(ANESTHETIC {IN MG}, RD, TOOTH #, SURFACES MATERIAL) ) .
Has medical history been signed by the patient? View Details... From E]
{if Sig Required pink button displays, pt must sign electronically now) View Treatment... To 05/23/2018
View Treatrment Note...
NEXT VISIT: PROCEDURE AND ESTIMATED FEE A X Views |
PATIENT INFORMED? View Appointment... Station View
student
Add Appt R st...
s .eque Planned/In Process
04/23/18 ) Sudent  D2150 2 D0 C 10 S Completed Titmis
04/23/18  J.Student  D2351RT 5 [ 0 Add Planned Appt... Station
05/18/18  J.Student  D2150 ]| MO [ 10 Patient Appointments Notes ONLY
A Hermt Appointments
|J. Student | D2160 E!I-IHIEI-- ppomiment Flanning.-
J. Student D2391RT 6 REST K. Hangel Resin-based cor
J. Student 07140 J P ‘I 0 0s K. Hansel Extraction, eru|:t -

4. CI|ck OK. For students, the treatment will now appear in blue on the Tx History screen indicating that it requires
approval. For faculty and residents, the treatment automatically is approved and goes to billing.

5. To send the treatments to billing, faculty MUST approve the change. Click on the aqua-colored chart box at the bottom
of the screen.

Fatient, Imad (1U17) T7h38

6. This opens the Check Out Patient window. Faculty approve by entering their approval code, moving all highlighted tx to

the Claim screen on the bottom, signifying that the treatment charges have gone to Billing.
Faculty does not have to OK all changes. They can use the ctrl or shift key to select only those items they wish to approve.
Y - |

Patient Approwvals
Policies : €= Cumrent { Effective on Treatment Date I Medical Claim
Fractice =] [ Biling Drder
S ubscriber # [Ins. Co._ [ Sch. [ 2=a. | Group [Cva | 4
Biling ID  [$UNDERGRA =] I Load Dactors Close |
Facilty | | _I*
T Check DOuk Patient
— Charted
T [ Date |_Provider # | = [ site [ Suut. |_Description | S [ Discipline [ Phase |
T 06/15/2012 D 200000 DO150 Comprehensive oral . [ DIAG 0
— Claim
Tr it [ Date [ Provider & [ Code [ site [ Sur [ Description I Pratient | lmsurance | Taotal [ 5|
w

7. Click close and the screen closes, the approved lines of treatment turn from blue to black, and the chart number box (if
emptied) turns to grey.

15



Tx_Plans Cheat Sheet

To create a new treatment plan, select Add New Record £y

1- Enter Tx Plan Description- e.g., Phase 1 or Phase 2
2- Enter Chief Concerns in patient’s own words
3- Problems —select New item -Problems field —search problems with ellipsis button

[
Hit (green checkmark) to Save g X closes the
box (To delete- select item and right click )

4-Diagnoses- click on New Item — Diagnosis field- [:] ellipsis button to select from list.

o
Hit (green checkmark) to Save, i X closes the box
(To delete- select item and right click )
5- Tx Option 1 —New item
Select Diagnosis from drop down list

Select Procedure from Quick List [:] , Select Tooth Site/Surfaces in odontogram
[

Hit (green checkmark) to Save X
6-Faculty Approval- Approve Option- text is green when approved

7- Pt Accept/Print- patient signs treatment plan- after signing,
planned treatments will appear at the bottom of the Tx History tab

Il Treatment Plan - Patient, Sophomore 35 (T7280) [_1alx]
T Flan Description | Phase 1 1 Chief Concemns |looth hurts. gums are bleeding 2 Objectives Motes
Problems Expand | | 4[4 4[546]534| i |
4/424/536/535
Date I Problem | Sltel Suf. | Statug ] 5 3 n 3 5 7 5 I 3 } T T 1z 3 m 5 5 ‘
08/01/2012  Caries T-HURG
08/01/2012  Perianiral Pathology T-NURG
og/0ns202 T-NURG
New i 3
ew item
Diagnoses Expand |

Disgnosis [ Link to Problems ]
Dental caries Caries
P, abscess /acute Periapical Pathology

- L TV R R = T R B - T R R R R
Hew item 4 7 ‘
I 4 |
Tu Option | + (New Option) Hide Expand
T Option Deescription [T+ Option i
Provider | Diagnosis | Procedure | Procedure Description | Site | Surt, | Phase | Seq. | Sts, | Estimnate Approve Dption
Da0147 P& abscess MAcute D740 Extraction, eruptd tth/ exp it 3 1 1 P 3700 000 P
Da0147 Ph abacess dhcute 3346 Refenal PG Endo Ank retreat 3431 9 1 2 P 431.00 0.00 il
DE0N47  Dental cories DZ3G1AT | Fesinbased comp- 1 su, post. oot | 19 1 R 51.00 Yy
- Fg—
Da0147 Chronic: periodontitis D424 Scaling/rt planing 4 or more: UR 1 k} P 4800 o e
j 0a0147 Chronic: periodontitis 04341 Scaling/rt planing 4 o more. uL 1 3 P 48.00
Dan147 Chranic: perindontitis 04341 Scaling/rt planing 4 o more LR 1 3 P 48.00 o.on
Da0147 Chronic: periodontitis D434 Scaling/t planing 4 or more: LL 1 3 P 48.00 0.on
080147 Dental canes 02150 Amalgam - 2 surfaces il MO 1 4 P 48.00 0.00
Da0147 Dertal caries D210 Amalgam - 2 surfaces a0 Do 1 4 P 4800 000 Copy Dption
Da0147 Dental caries 02140 Amalgam - 1 surface 4 [u} 1 4 P 37.00 0.on
080147 Dental cares D2140 Amalgam - 1 suface 29 o 1 4 P 3700 000
Estimated Total 881.00 0.00
New item 5
2]

Close treatment plan window to return to first screen
Note: Only one option can be approved. Planned treatments in the New Option tab can be used for
reference (Phase 2 plannng) or to document presenting other treatment options to the patient.


mailto:khanse@lsuhsc.edu

Notes for Treatment Planning:
**Add Findings first in Chart Add tab- existing restorations, tooth conditions, caries;

missing teeth indicated in odontogram.

Tx Plan Description:

Chief Concerns:
Problems:
Diagnoses:
Planned Treatments:
Findings/ Treatment B4 Findings/ Treatment
1 17
2 18
13 19
4 20
5 21
1 6 22
7 23
8 2
{9 25
|10 26
{11 27
12 28
13 29
|14 30
|15 31
16 32 §
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Printing a Treatment Estimate

For a Tx Estimate, treatment must be planned and approved (not put in process or completed) to display in the
Tx Estimates window.

I. Click on the | TxHistory |tab. Make sure all of the Tx you are going to include in the contract is Planned (not

In process or Completed) and all is approved (look for red Ps).

2. Click on the (Estimate) button.
3. Select all the lines of treatment that need to be included in the estimate. Click OK.
[ - — L -
?elect Planned Treatments - - it ‘ r - - _“ g
Date Seq# Code Site Surf. Description Patient Ins. (]34
1:0 12 Do Amalgam - 2 sufaces
|10 |p2ie0 |20  |[mMOD = |Amalgam-3sufaces | -
10 Ipzis0 122 [FL_|Amalgam_3sufaces |
|
Sort by I
@) Date
() PhasesSeq

Total | 440.00 | 0.00

Estimate _ _-_ — - | 4. This opens the Estimate

Print Practice Name Fle  |estimate pt - [ e window where you can enter
O GlOOT Copies 1 = your provider code and a title.
Tile You only need the patient to
sign.
Commert1 5. Click Print to open a copy of

the contract on the screen.

6. Click the & Print button from
the top of the page.

7. axiUm will prompt for the

Comment2 . . .
patient’s signature and print a
copy of the estimate with the
patient’s signature.

Estimated Values

Based on @ Stored Values () Estimated fees on date -
Consolidate Labs on Estimate Signatures

[ Student [ Instructor Patient

18



axim Treatment Entry for Perio Module-
Step by Step

Open patient chart in Rolodex-m

1. Open the Perio Charting

modulel you will see the most
recent exam displayed.

P~
2. Hit the create new record buttonl ¥
Resume entry window appears.
To enter a completely new chart select
‘No’, to resume an old chart click ‘Yes’.
3. Select Perio Date window appears.
New: To open the Add Perio window
without resuming any of the items in the
list.
Resume: To allow users to select an
incomplete chart and resume it. This is
only enabled if the selected chart is
incomplete. This will display the Perio
Add window with data filled in from the
chart selected.
Edit/Review: To allow users to select an
incomplete chart, review it and possibly
make corrections. When selected,
displays the Perio Add window for the
selected date with the title Edit Perio, the
Chart Date enabled and the data filled in
like when in Resume mode.
Close Off : This closes off an incomplete
chart so that they can no longer be edited.
Re-Open: Undoes the closing off of a
chart and allows it to be edited. Both
Close Off and Re-Open will add another
line in the list with today’s date in the
Audit Date column.
Note : The difference between Edit and
Resume is that Edit keeps the perio
date as of the date it was first entered.
Resume updates the perio date to today.
4. Choose Exam type from the drop
down
(Initial exam, complete exam. Post-
scaling, etc.)

5. Enter the values for each category
by using the keyboard or selecting the
values on the display

screen, some will forward automatically,
some values require choosing a site first.

Defaults to beginning with Max right-max

left-mand left-mand right

5
6. ﬁ To Save: To save your

work as you go along.

Clear All: To clear all entries since you last
saved.

Clear: Clears the current cell (but does not auto
advance so that the user may re-enter the proper
value).

Clr Tooth: To clear all 3 values for the tooth.
For Yes/No conditions, resets them to their "No"
value.

|complete
# - To save and close a chart

that you wish to resume at a later date

Complete
To save a completed

chart,does NOT allow re-entry at a later
date to resume the exam
Toolbar buttons:

J View form history, view a list of
forms and see which ones are complete or
incomplete, can reenter incomplete exams

full mouth view of perio screen

.
g

can choose to compare selected
exams graphically or text only

opens the medical history

B
— view attachments (referral letter,
medical release letters)

-

— print exam

select perio display options

Kathy Hansel 504-941-8139/Room 2305



Messenger

axiUm Messenger is used primarily for patient purposes.
If you have unread mail, the Messenger box at the bottom of the window will display an envelope with a blue or red

(high priority) background .

If you have no mail or have read your mail, the box will display an envelope with a white background. i

To Check Mail

Click on the envelope button. E

Read any messages that have subject lines other than New Patient Assigned or Patient Overdue.
Messages are sent whenever a medical release letter or biopsy report is scanned into one of your patients’
records or when you have Unapproved treatment in a patient’s chart.

Messenger
I3 D Do) B (O 2 ¥ R
Messages Displayed for Previous 16 Week(s)
Messages ! | From Subject
I [ |

I
Click on the new message button- green plus sign

* Type last name of recipient in the To field- add a subject line and click in the text box to enter the text of
your message- Send.

To Send a New Message

R

Options button allows you to see messages > 4weeks old and other settings.

To Delete Messages X

Highlight all the messages you want to delete. You can select the first message, hold down the shift
key, and select the last message to select a number of contiguous messages. You can select the ctrl
key to select noncontiguous messages.

Click the red X to delete. Most (all) Messenger messages can be deleted without consequence.

To view New Patient Assighments

Click on the Personal Planner button. -

Click on Assigned Patient s tab. Click on Search button.

Revised 05/18
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Axium Cheat Sheet for Exit Exams

When treatment is complete for a patient in the Undergraduate Student Clinic, an EXit
Exam is done to verify that all dental treatment is in good condition. The patient is then
released to private practice for regular dental maintenance.

Open the patient’s chart in the Rolodex- Go to EHR module
On the right toolbar at the top half of the screen,

hit the “Add Patient Form” button
1) Select from the drop down menu-
EXIT- Exit Exam Form

2) Answer every question on the form that applies. It’s okay to leave questions
unanswered if they don’t apply for the patient, e.g. a denture patient with no operative
treatment.

3) Select the appropriate code in the Chart Add tab-
0092 Exit exam passed OR
0093 Exit exam failed

0092 Exit exam passed (all questions answered Yes):
e Give the patient an Exit Letter- located at the front of clinic with other forms.
e Complete the Patient Satisfaction Survey with the patient-
Go to Tools on the axiUm toolbar at the top of the screen- select Survey-
Survey window opens (PS2) - click on the answer box for Yes answers
Go to the next line for No answer to appear.
Hit Close when finished.
Most students ask the patient the questions and enter the answers in the survey for the
patient.

0093 Exit exam failed (some treatment was not in satisfactory condition):
e the patient should be scheduled for the appropriate treatment and another Exit Exam
will be done when the problems have been resolved.
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Suspending Forms in axiUm

Forms can be suspended if they cannot be approved or completed for various reasons.
Suspending the form removes it from the unapproved items list in Personal Planner
The form can be re-opened at a later date without losing the information.

Hit the Suspend button (pause button on side toolbar)- enter a Reason and have faculty approve. L_Ih

To reopen the form at a later date if needed, just hit the Play button and have faculty approve. ‘G

In Progress I T History | Forms | Attachments | Perio I Tx Plans Medications | C» 1 [Ca]

»
Change Date [05/30/2016  JOPEN Suspend Form Py —— ——— Ei H
['] Refemral OS5 | JEST .
History-P
5 d Fi | ;
|Form Question e
LSU Oral and Maxillofacial Surgery Referral Form |LSUSD PG Oral Surgery Referal ery Refer 0
For‘;n dert Name: Reason | - \ It (new) 2 [T
tudent Name: patient does not want ext's now Lfc"-
Student Contact Info: (Reguired) It I

Facility being refered to:

lz Team Leader recommending that these TiYes (' No @ Unanswered _
procedures be performed on 4th floor only? 08/07,
03/06/2013

Oral Surgery Approval

Complete the remainder of this form before

meeting with OS5 Faculty for dispensation.
To be answered and approved by 05 Faculty:

These nrcedirss are anomved to be done on

o

10/05/2015
(- PG Pedo Informed Consent
(- Pediatric Comprehensive Bxan
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Scanning photographs into a patient’s chart in axiUm

First, save the photo that you want to attach on your desktop.

& Patient Attachments - Training, Bob (29708) (= [[= |
ri_' Release of patient information consert on file [ Show Deleted
Section | Radiographs | Photos | ﬂ
Business Office (30) Date | Description File Type | Status | User | Approved By | Approval Date |
Consents./Trmt Plans (113)
Forms (120) - -
Historical Records Add Patient Attachment &J
HOP Clinic (1) : o
f— Patient Attachment o
Immunizations Date E] User  Hansel, Kathnym -
IPE Clinic Description
Letters {51) - -
§ Attachment Scan to File
Medicaid Forms aenme .
Medical InfoConsults (2) 6
NOMC Referal Form
Patient Notes

1- Open the patient’s chart in the Rolodex (last name, first name — enter), select patient- name
must appear in status bar at the bottom of the axiUm screen

2- Open the Attachments module

3- Go to Images in Section column

4- Go to the Photos tab

5- Hit the Create new Record button (green plus sign)to open the Add Patient Attachment
window

6- Hit the browse button- ellipsis button with 3 dots- find the photo that you have already saved
on your desktop- select it to attach

7- Add a description in the Description field and hit the OK button

8- You should see the name of the file listed now and you can double click on the file name to open
and view it.

***Remove the saved file from the desktop when finished.
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Viewing Photos/Radiographs in Patient’s Chart in axiUm

1- Open the patient’s chart in the Rolodex (last name, first name — enter), select patient-
name must appear in status bar at the bottom of the axiUm screen

2- Open the Attachments module
3- Select Images in Section column
4- Select Photos or Radiographs tab

5- Double click on the name of the file in the Description column to open and view the
radiograph or photo

i 21m - LU School of Dt A

Actions | Tools | Links Patient Window Help

& Patient Attachments - Training, Patient 05 (45333)

rli r-@ r; @ [:; || Release of patient information consent on file

Section Radiographs (1) | Photos [‘I}l o

Business Office (7) Date | Description File Type | Status | User |

Consents,/Tmt Plans {10) 05/18/2018 Photofrom Pathology consil - | a Attachment | Hansel. Kat..
Farms (5)

Historical Records
HOP Clinic

Images (2)
Immunizations

Insurance:

Letters (4)

Medicaid Forms
Medical InfoConsults (1)
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Axium Cheat Sheet for Opening Consult Forms
Open the consult form and answer required questions before the consulting doctor enters the cubicle.

-
In the EHR module, go to Forms tab S

y -
Hit the Add Patient form button on upper right tooIbarD or Create New Record | C.
Use these forms to refer to:

PG Perio consult- PEREF

PG Endo- ENDX

Oral Surgery- SURGRE

Oral Pathology — PATH

PG Pros, Ortho, GPR- CNS

Choose CNS from the Form drop down menu- OK

Form

ok,
Farm CHS - 4
Date /222010 [8] @

Drezcription |Eu:unsultatinn Form

Answer the first 4 questions, so that the consulting doctor can continue at that line.

Conzult Information |

Form Question | Anzwer | Date
Louisiana State University School of Dentistry
Mew Orleans, Louigiana
Consgultation Form
Date of Conzultation request: mszz2/200 01/22/2010
Please reference entnes in the treatment and
progress notes in the Dental Chart
Frarm the department of: Huygiene 01/22:2M0
To the department of: (Oral Pathology 01/22/2010

Consulting Doctar:
Feply to consult request:

Kathy Hansel 504.941.8139 Room 2305 khanse@Isuhsc.edu
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Adding and Signing a Consent Form

Open the patient’s chart in the Rolodex

1-Go to Patient Attachments Modulem

3- cClick on ellipsis button to find the consent in list- double click on consent so that code appears in

2-Click on Add new record button- green plus sign

box GEMCMZ |[_] (this is the general consent form that everyone signs, there are many others for

other procedures)

En “ Patient Attachments - TRAINING, Patient 24 {8288)
+ [1Release af patient infarmation consent on file
E
,-:E-';‘-:—i' Scanned consents
Images s Cmdn | mmmrimbioe e T i s
é:::l Farms (1] e ——
F Letters (1] T —
Busziness Office : to select
1 Fatient C L
..‘_ Cotgent Forms (6] S -onsen consent
= Phase 2 &uth Form Diate mAas2013
| Arachmens et || oy |||
(5

Section | Consent Forms e | Sub-tab |Consents vl

4-Hit OK button in Add Patient Consent window

5-If Enter Parameter Values window appears, SELECT EACH FIELD AND ENTER ANSWER IN
DISCRETE VALUE before hitting OK button.
(Image of consent appears so that patient could view jt- patient should have been given a copy on

a clipboard to read before signing)

6-Close window with red X at top right of window E

7-Patient Signature window appears- have patient sign and hit OK

8-Witness signature window appears- type your name and sign

(Some consents have an additional window for doctor’s name and signature)
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Undergraduate Medical Hold Process

No appointments are to be made for a patient until this medical

hold process is completed: The MCR has been returned,

reviewed, approved for undergraduate clinic students, scanned

into axiUm, and the chart unlocked.

Medical hold forms (Medical Consultation Requests or MCR) are
available to students in the Forms tab of the EHR module in the

. . e .
patient’s chart in axium. | L, or = opens the Forms window-

select MCR form.

The electronic form is completed (all pink lines are required). Hit the

_Lakuate | hytton at the bottom of the form to add the patient’s
information to the form.

Faculty approves the form.

Patient signs the form at the front desk.

Form is printed and given to the patient. There are 2 pages; the
second page is the Physician’s Response.

Chart is locked by the HATSs.

The Physician’s Response is faxed to the school or brought back to
the school by the patient.

The student receives an Axium message from Akili. The student
must arrange to meet with the faculty member who requested the
medical consult to review and sign the Physician’s Response. This can
be done during clinic sessions. The MCR will not be released to the
student until an appointment has been made with the faculty member
to review it. Do not appoint the patient on the same day that the
MCR is reviewed with faculty because additional information
may be required or faculty may not be present that day.

Akili Johnson scans the approved and signed Physician’s Response
page of the MCR into the patient’s axiUm chart in the Phvsicians Response
tab of the MCR form and triggers an internal axiUm email to the
student providers that the chart is unlocked. Paper copies of the
MCR may now be destroyed or stored.

10.Students review the MCR with supervising clinical faculty and

comply with its recommendations before treatment.




axivm

Postgraduate Residents

Instructions
This is a click by click walkthrough in axiUm:

A. Searching for a patient

B. Scheduling book

C. Adding an appointment
Patient’s chart must be open for the following tasks:
Attachments (Referral letters, Med Hx )
Adding/Finding forms
Adding Clinical Notes
Adding Findings (caries, existing rest)
Adding New Planned/completed treatments
Completing/charging out planned treatments
Signing consents

ST ITommou

A. Searching for a Patient

1) On the Desktop Click to open Rolodex E'.;J
2) Inthe Search Area type search criteria, last name, first or chart # (Enter)

Note: If Practice at top of screen is not correct, go to Tools on
toolbar- Set axiUm Defaults & select from drop down menu

3) Results are displayed in the Search Results List

4) Select name to open chart, name appears in bottom status bar.

5) Patient’s chart can also be opened in the Scheduler module by right
clicking on the appointment- Select Patient- patient's name appears
in the bottom status bar when chart is opened

a
6) Chartis locked, click on lock E]
to find out why (balance, general consent not signed, medical hold)

7) Ptneeds to sign consent form
for specific treatment (endo, ext’s)

B. Checking the Scheduling Book for Openings

1) On the Desktop, Click to open Scheduler

2) On the toolbar, Click on the Book icon E’j
3) From the list Click to select the correct Appt. Book
4)  The Active tab displays all providers in the book
a. The text colors in the Appt window:
i. Green=Active appt
ii. Blue= pt confirmed (automated system)
iii. Red=pthas arrived
iv. Hover over the appointment block to activate the pop
up which displays more information.

C. Adding an Appointment

1) On the Desktop, Click to open Scheduler

2) On the toolbar, Click on the Book icon E’]
3) From the list Click to select the correct book
4)  The Clinic Book displays
5) Use the date bar to move the date as required
6) Onatan area (open) at the time the appointment is required
7) The Patient Rolodex displays
8) Inthe Search Area type search criteria, examples are:
a. LastName (Enter)
b. , (comma)FirstName (Enter)
c. Name, (comma)First (Enter)

9)

10)
11)
12)
13)

14)
15)
16)

1)
2)
3)

1)

3)

1)

2)
3)

4)
5)

G.

1)

3)
4)

5)

Results are displayed in the Search Results List

Double Click to select the patient

The New Appointment screen displays

Add the Appointment Code from the drop down

Hit the Tx Plan button to select planed treatments for appt
Tx. Plan..

Click the Accept button [ Accent |

The appointment block displays in the column/date selected

When hovering over an appointment, Right click in order to:

a. Edit the Date/Time/Clinic in the New Appointment screen

b. Reschedule - Yellow floaty displays, have to change the date,
click and drag to reposition and double click to seat the floaty

c. Fail

Cancel

e. Delete

a

Attachments (Referrals, Medical History)

With Patient’s chart open, go to the EHR module n

Forms Tab—Adult Medical/Dental History under Forms on File
To view Medical Consults- Medical Information Request form-
Physician’s Response page has scanned in document.

Adding/Finding Forms

With Patient’s chart open, go to the EHR module n
Click on + sign next to form in Forms on file to expand and then
click on date to open existing form

[Fl:urms on File

= Aezezzment Traumatic [nju
022202013 af—
EH
To add a new form-

Adding Clinical Notes
With Patient’s chart open, go to the EHR module n

e

In the Tx History tab, select Add a new Note icon
Select General Note -then ellipsis button next to Code to find note

Code [:]
template
double click on note guide in list.
UGOD,UGORTHO,UGPE,UGREMPR,UGREST are note guides
for appropriate disciplines in Undergrad Clinic.

Adding Findings (caries,existing rest)

With Patient’s chart open, go to the EHR module n
Odontogram- right click to indicate missing teeth, Age Change to
indicate primary teeth

Click on Add Record to open Chart Add tab FB‘
Findings include existing restorations, conditions and caries
found at the initial or subsequent visits.

Add findings is not used to enter treatments for the patient.
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6)

7

1)

2)
3)

5)

1)

3)
4)

5)

1)
2)
3)
5
6)

7
8)

Findings radio button —select condition, material code + select
surface/tooth in odontogram. '@ Findings
Hit the Add Finding button to add each of the findings to the chart.

=t
A

. Adding New Treatments

With Patient’s chart open, go to the EHR module n

Click on Add Record to open Chart Add tab *

Dental Txs radio button | @) Dental Txs
Select procedure code + select tooth/surfaces in odontogram

] = I:_""
i) v (9
Hit the P, | or C button - '0
a. P =Planned treatment

b. 1=In process treatment
c. C=completed treatment

Completing (charging out) treatments

With Patient’s chart open, go to the EHR module n
Select Planned treatment (status P, red text) from list of planned

treatments at bottom of Tx History tab Tx History

Right click on selected planned treatments and select Complete
treatments.

Completing the treatment changes the status in the status column
to C, the text turns to black and the fee is added for the treatment.
The fee can be viewed in the Transactions module so that the
cashier can collect payment.

. Signing consents

With Patient’s chart open go to the EHR module n

Attachments module-

[
Add new record button- green plus sign L
Click on ellipsis button to find the consent in list-double click on it.
Hit OK button in Add Patient Consent window

Close window with red X at top right of window E

Patient Signature window appears- have patient sign and hit OK
Witness signature window appears- enter your name and sign
(Some consents have an additional window for doctor's name & sig)
You should now see the name of the consent with today’s date .
Double click on it to view the signed consent.

Workflow

1
2)
3)
4)
5)
6)
7
8)

9)

Open the Scheduler module to view the daily
schedule

Open the patient’s chart from the Scheduler

Open the EHR

Review medical history in Forms, referral letter in
Attachments

Open a clinical note

Have patient sign consents as needed

Add findings, treatments planned or completed for
the patient

Complete the clinic note and treatments for the
session

Accompany patient to the cashier window to make
payment and schedule next appointment

For axiUm assistance: Kathy Hansel 504.941.8139
Room 2305 khanse@Isuhsc.edu

Billing guestions: Angela Jones 941.8138

Medicaid questions: Jeff Schluter 941.8183
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FACULTY START CHECK

(Student must have an appointment entered for the patient in the Scheduler module.)
In lower left corner of axiUm screen:

O
DRSS 0200000

L
~ L

(k.
e ' JClick on red student name button

Appointment Start-Check window opens. Planned treatments for this patient are on
the left, Appointed Treatments for today’s visit are on the right.

Faculty can move a treatment from one side to the other with the arrow keys if they want
to change the appointed treatments for that visit.

e Hit Approve button at bottom of Start Check window

e Enter approval code in User Authentication window
|

Student name button turns green once approved by faculty.

Provider  Student, Joa
atiert Trarang. Bob - Bethdate: 02/13/1955 (MEJ)

-

P
Prov Phase | Code |See | Sudsce |Swus | Deserpbon | AoptDamte [ Premshy |- Prew Phass | Code | Ste | Sudsce | Simhus | Descrpion | Teme
020000 0 Deo10 3 [ Sirg placeme 0200000 10 D2160 G MIF P Amaigam - 3
0200000 10 D2160 1 MIF P Amalgam - 335 _'; 3 | 0200000 140 p2an 7 ML P Fesr based
D200 10 D2140 3 M P Amaigam - 13 2l
020000 10 2140 3 M P Aralgam - 13
D200000 10 2140 ] 1] P Amalga - 18
0200000 10 D2140 o] 1] P Amalgam - 15,
D200 10 DI g 0l P Reserbased ¢
D200000 10 2160 6 MIF P Amaigam - 35
D200000 140 D2140 0 ] B Amalgas 18
D200000 10 D2140 8 4] P Amsigam - 18
0200000 10 S 6 Wi s pnruRi
0200000 140 D2140 n M P Amalgam - 13,
D200000 140 D2140 0 ] ? Amalgam - 15
020000 10 2140 s o P Amaigam - 13
D200000 10 D2160 & MiF P Amalgam - 3_5

[Does patient have NEW medscal history fomm completed and signed

Red provider name indicates that a start check is required and is awaiting approval.
Green indicates that a start check has been approved.

Yellow indicates that a start check is required for an upcoming appointment that requires
approval.

A symbol appears next to procedures approved in the Start Check in the
Tx History tab in the EHR.

08/27/14E8 J. Student DZ3aNn 7 ML P 1.0 REST Resin-based comp-2 surf, ant.
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Axium- Faculty- Step-by-Step

1)
2)

Faculty -Start Check- appointment must be in scheduler first,

click on red student name button ~ JStudent at lower left, review appointed treatments in
right side of window, enter approval code- student name button turns green (add to or change
appointed treatments by using arrow keys )

B

When student has completed procedures,

3)

4)
5)
6)

7)

8)
9)

Go to In Progress or Tx History tab and change procedure from Planned to complete
In Process or Complete (double click on procedure and change to In process or Complete) text will

Sy\/\

turn blue- needs approval - oes. ==

Faculty- approve by hitting aqua chart number button 21497

Review procedures to be approved,

A Treatment Note must be added for every patient visit before student leaves clinic, the note will
display for approval

enter approval code

Grades- choose grade discipline and form from drop down box- enter grades
enter approval code again

If patient does not show and student wants attendance credit- must be entered in student chart
according to how many hours assisted in clinic

Add as complete-C- approval is needed.

e Chart number button will turn grey and text of procedure turns black when successfully approved

e Faculty approval must be given at every appointment- a procedure (whether complete or in
process) or treatment note must be entered in the chart for every patient visit and approved by
faculty

e Approval must be done before bringing patient to cashier, charges are not entered until procedure
status is changed to Complete and Approved.

To add a grade after a clinic session:
have student open EHR module- Tx History tab- right click on procedure needing a grade- select
Add student eval

*Fhx*x*k*Cheat Sheets and Axium Training for Faculty
See LSU School of Dentistry website- http://www.lsusd.lsuhsc.edu/
Quick Links- Axium Training page has cheat sheets and training videos

Kathy Hansel AxiUm Support 504.941.8139 Room 2305 khanse@Isuhsc.edu
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Adding or Editing Grade Forms in axiUm

e To approve and grade treatment during a clinic session:
0 2ot ] 2en | Patient Ima3 (F44) [ 3189 % =
ir

On the Status bar, select the chart number box with an aqua blue background.

In the Patient Approvals window, planned or completed procedures are displayed.

Click Approve.

In the User Authentication window, enter faculty approval code.

From the Discipline drop-down list, choose the appropriate discipline.

From the Form drop-down list, choose the appropriate form.

In the Add/Edit Evaluation window, select a question ,select its corresponding Grade box, and enter a grade.
Continue grading for all general questions and treatment-specific questions

Click OK.

In the User Authentication window, enter faculty approval code and click OK.

Note: In axiUm, the first approval indicates you have approvd the student's completed treatment. The second
approval represents your "signature" on the evaluation.

e To Add or Edit a grade for treatment that was already approved:

Open patient’s chart in Rolodex

Right click on completed and approved procedure and select — Add Student Eval

In Progress | T Histary | Farms | Attachments | Peria | T Plan | Medications |

Date Prav. /lzer | Code Site Surf. | Stat| Phase| Appr. User Dezcription
06/11/12 | J. Student | 2140 | 0 Annclgspedaes

fidd T Mate, .,
02/13/09 D050 P 0 KHansel Compre 0 T HOEE:,
02/13/09 DO210 P 0 KHansel  Intaoia  PddiEdETxForm.,
02/13/09 ). Student  DO330 P 0 KHansel  Panoa “00Le0.
02/13/09 ). Student  DO330 P 0 KHansel  Panoar COrLA0 0
11/30/09 ). Student | DOT5O P 0 | K. Hanzel Compre Complete Treatments
1242109 ) Student | DOT5D P 0| J Galo Compre [r Praocess To Yisit
12/21/09 ). Student  DO274 P 0 JGado Bitewiny  pei Fhsee/5en,
mA2A0 ) Student | DOT5D P 0| J Galo Compre madical Infarmatian. .
MA2A0 ). Student  DO274 P 0 JGado Bitewin Ty Consert History..,
MA2A0 ). Student  D2140 4.0 P 0 )G AEga print Labals,..
MA5M10 ) Student | DOT5D P 0 | 0. Faculy Compre
MASAD ). Student  DO274 P 0 DFaculy | Biewin Wl

Faculty must enter approval code to access grade form.

See Evaluations Module fo rmore information on tracking grades fro students.

Kathy Hansel 504-941-8139 05/2018 32
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Evaluations Module in axiUm

# Evaluations E\@
Provider [D200000 DateFfrom  [05/182017 (] [ Seah | [ Add. | [ Edt. | [ View.. |
Instructor | ¥ DateTo [05/18/2018 [+ [ Pt | [ Resume |
Discipline ALL - Form El SIEET iR R Show ||nstn.|ctor (Completed) v|

Tx Specific Only
Type |[Evals Comps Grade Show Deleted ltems Held For
Evaluations | Grades Periodic Evals Unevaluated Tx Unapproved Tx
Provider | Date | Hours Discipline | Instructor | Form | Comp | Chart Patient Held | Held For | Grade|D |
Student, Joe 09/2272017  D.00 RPROS Hansel, Kathnpm  RP1 40595 Training, Pati... 3031847
Student, Joe 09/2272017  0.00 Hansel, Kathnpm  RP1 40595 Training, Pati... 3031848
Student, Joe 03/01/72018  0.00 FPROS Hansel, Kathnm  FP 25708 Training, Bob 3101468

Evaluations Module -Evaluations tab- allows the user to search for grade forms.
Date Range- select Date From and Date To

Search- hit Search button to find grade forms with selected criteria

The search can be filtered by:

Discipline- use drop down list

Instructor — use browse button next to field to find name of instructor

Form- select a specific form by using the browse button next to Form field

Note: If you cannot find a grade form when searching by the discipline or form, search by date only. The form
may not have had a discipline selected at the time of grading.

Select a grade form in the list:

Edit allows faculty to edit a grade form (faculty approval code needed to edit a grade form)
View allows the user to view a grade form

Grades Tab- allows the user to search for individual grades using the criteria listed above.
Unevaluated Tx Tab- allows the user to search for treatment that was not graded yet.

Unapproved Tx Tab- allows the user to search for unapproved treatments.

Tip: Click on a column heading to sort by that column name (Date, Form, etc.).

Kathy Hansel 504-941-8139 05/2018
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