Administering MayoACCESS

As a MayoACCESS administrator, you can:
e Manage physician records
e Manage patient records
e Control permissions and change information for MayoACCESS users

e Customize MayoACCESS

Managing physician records

MayoACCESS administrators can manage physician records in the following ways:
e Create physician records
¢ Change physician information
o Delete or inactivate physician records

o Merge and unmerge physician records

Creating a physician record

To create a physician record: Master Files [
Comments
1. From the Master Files menu, select Physicians (right). Custom Profiles

Merge Patients

Short Lists !Z I
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The Physicians page appears.

Physicians
Required Fields . ePrescribe .
Physician | ﬂ
Name (L F M) | | | ‘ ‘ | Account ‘ ﬂ -~
Title (OrMrete) [ | suffix(MDphDet[ | NPI |
Address | |
| | Provider # ‘ ‘
City | ¥ DEA # | |
state [ |zpcede[ ] License # State ¥
work1 | | E-Mail | |
Work2 | | [ Is Active
Home | | [C) Practicing Physician In Site
& Fax | 3" [[) Suppress Auto-Print Reports
OR Medical Specialty ‘ ~ |
Enter Fax | ‘
Verify Eax | | Second Specialty ‘ ~ |
Sex Do Not Use Site Defined Printer
oon [ |
Report Auto-Printer | |
Merge With | ﬂ| Merge
Enable ePrescribing Status Registered Since -
%r%n v WE [Je'ete pgﬁm g ﬁﬁy%‘:z:’;ans ) ysers Save Physician

2. Complete the fields with the physician’s information.

3. If applicable, select a specialty from the Medical ekl Speselty ﬁ
Second Specialty Abdominal Radiology

Specialty and/or the Second Specialty drop-down Adominal Sugor
menus (right). o

Adolescent Medicine-Internal Medicine
Adolescent Medicine-Pediatrics

-| Adult Reconstructive Orthopedics
Registered Sin{ Aerospace Medicine

-| Allergist

Allergy

Allerav And Immunoloav

4. To create the physician record, at bottom right, click the Save Physician button.

Changing physician information
To change information for a physician:

Note: You must belong to the Client Supervisor Security Group to perform this task.
Master Files

1. From the Master Files menu, select Physicians (right). Comments
Custom Profiles

Merge Patients

Short Lists ! I

The Physicians page appears.
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2. Attop left, from the Physician drop-down menu, select a Physician [TEST v
physician name (right).

The physician’s information autopopulates the fields on the page.

3. Add or change information about the physician.

4. At bottom right, click the Save Physician button.

Deleting a physician record
To delete a physician record:

Note: You must belong to the Client Supervisor Security Group to perform this task.

Master Files [5]

Comments
Custom Profiles
Merge Patients

Short Lists ! I

2. Attop left, from the Physician drop-down menu, select a Physician TEST ¥
physician name (right). Name (L F M)

1. From the Master Files menu, select Physicians (right).

The Physicians page appears.

The physician’s information autopopulates the fields on the page.
3. Review the information to confirm you have selected the record you want to delete.
4. Inthe SmartLinks Bar, click the Delete Physician SmartLink.

A pop-up asks you to confirm that you want to delete S —
the phyS|C|an record (r|ght) Do you want to delete this record?

5. To confirm, click the OK button. Coneel

Note: Physicians who are associated with test orders cannot be deleted. Instead, you must
inactivate the physician record by clearing the Is Active box on the lower right side of the

Physicians page.
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Merging physician records

To merge different physician records into a single record for the same physician:

Master Files [

Comments
Custom Profiles
Merge Patients

1. From the Master Files menu, select Physicians.

Short Lists

The Physicians page appears.

2. Attop left, from the Physician drop-down menu, select a Physician TEST ¥
physician name (right). Name (

The physician’s information autopopulates the fields on the page.

3. Scroll down on the page. At bottom right, from the Merge With drop-down menu, select the
correct record for the physician (right).

Merge With [TestDoctor ¥ Merce

4. To the right of the Merge With drop-down menu, click the Merge link.

A pop-up asks you to confirm that you want to merge —
the tWO phyS|C|an reCOFdS Are you sure you want to merge?

5. To confirm, click the OK button. e

Note: Once the two records are merged, the Merge With drop-down menu becomes the
Merged Into drop-down menu, and the Merge link becomes the Unmerge link.

|TestDoCtOr | Unmerge

If you need to undo the merger, click the Unmerge link.

Managing patient records

As a MayoACCESS administrator, you can merge different patient records for the same patient.
Because the original records are preserved, you can later, if necessary, unmerge patient records that
have been merged.
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Merging patient records

To merge two patient records into a single record for the same patient:

Note: You must belong to the Client Supervisor Security Group to perform this task.

1.

2.

From the Master Files menu, select Merge Patients (right).

The Merge Patients page appears.

Custom Profiles

. TEST,15150 Prim. Phys:
Merge Patients ID: C7028846-0... Male  01/01/2001 SSN:
Patient | | Search Clear Patient Merge List

Name 1D SSN DOB Sex City Del
[TEST,FSRANE C7028846-0001165 04/01/2001 Female No -
test, FSRAU ne C7028846-0001166 04/01/2001 Female No
[TEST,FXPB C7028846-000445 07/03/1958 Female No
[TEST,GHCV,HCVG SAD0006874 02/02/1959 Female No
[TEST,H1083 C7028846-0001308 03/18/1965 Female No
[TEST,HCVG SA00006876 04/04/1956 Male No
[TEST,HIBLC SA00258968 11/09/1970 Male No
[TEST,HMSUOM (C7028846-000159 01/01/2001 Male No
[TEST,HPV 33 05/06/1965 Male No
[TEST,HPVHR SA00897405 02/02/2000 Female No
[TEST,HRAW SA00198250 05/05/1955 Male No
[TEST,ICD9 2628 01/01/2001 Male No v

[T Mark for Patient Merge

In the Patient text field, enter all or part of the patient’'s name.

3. To the right of the Patient text field, click the Search button.

The patient records matching the characters you entered are shown.

. MORRIS,QUINCEY Prim. Phys:
Merge Patients ID: SA00437217  Male  03/08/1981 SSN:
Patient |MORRIS,QU ‘ Search Clear Patient Merge List
Name 1D SSN DOB Sex City Del
MORRIS, QUINCEY SA00437217 03/08/1981  Male No -
MORRIS, QUINCEY SA00437218 03/08/1981 Female No
MORRIS, QUINCEY SA00437240 03/09/1981 Female No

m Mark for Patient Merge

4. Select a patient record from the list.
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5. In the SmartLinks Bar, click the Mark for Patient Merge SmartLink. [ mark for patent merod

@ Tip: If the Mark for Patient Merge Merge Patients SmartMenu ]
SmartLink does not appear in the SmartLinks | o
O ket Grid Report

Bar, it is available on the Merge Patients

’E I [ Mark for Patient Merge l

SmartMenu (right).

A message appears above the SmartLinks Bar, informing you that you are in Patient Merge
Mode and providing further instructions.

You are in Patient Merge Mode. Select the patient who will be merged with MORRIS,QUINCEY and click the Mark for Patient Merge link
or click here to exit.

[T] Mark for Patient Merge

6. From the list of results, select the second patient record you want to merge with the first one.
7. Click the Mark for Patient Merge SmartLink again.

A pop-up appears, indicating that the patient records mmlaccess.com says
have been marked for the merge Operatlon (rlght) JONES,MARY and JONES,MARY have been marked for merge.

8. To continue, click the OK button.
Note: You can mark multiple patient records for merger by repeating steps 3-5.

9. To display a list of patient records that have been marked for merger, at top right of the Merge

Patients page, click the Patient Merge List button.

The Patient Merge page appears. At top right, the Identified to be Merged radio button is
selected by default.

Patient Merge

Pat\ent‘ ‘ Search Clear @ Identified to be Merged () Merged (O Unmerged

Name patient ID | DOB  Name patient ID |DOB  Note User [¢]
DOCUMENT,ATION 18692 08/18/POSTIER,SHERRY ~ (C7028846-004/14/

JONES,MARY 12-1 01/01/JONES,MARY 122 01/01/ ¢
MORRIS,QUINCEY [SA0043721703/08/MORRIS,QUINCEY  SA0043721803/08/ ¢
[TESTING,FOR LISA |L3MRNW405 TESTING,FORLISA L3MRNW375 First: FOR / FORLISA

[TESTING,KRISTIN  L3MRNWA07 TESTING,K €7028846-0 First: KRISTIN / K

TESTING,NELLIE  Y0326451 TESTY,NELLIE 000180  (04/22/testing patient merge

TESTING,STACY  [C7028846-010/09/TESTING,STACY  C7028846-010/09/

Merge Patients Unmerge Patients [0 unmark Patients [ Notes

10. From the list, select the set of records you want to merge.
11. To start the merger, in the SmartLinks Bar, click the Merge Patients SmartLink.
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§ Tip: If the Merge Patients SmartLink does Patient Merge SmartMenu X %
not appear in the SmartLinks Bar, it is available O - Export Grd O © Refresh Grid
. . (O k= Grid Report
on the Patient Merge SmartMenu (right). -
@ Merge Patients E] Unmark Patients
1L Notes Unmerge Patients

The Merge Detail page appears, showing a side-by-side comparison of the two patient records.

Merge Detail
Patie 2 [EST,PATIENT Patient 2: TEST,PATIEN]
(o] |C7234588—000011 D |C7234588-000017
Phone = [ SSN | Phone = I SSN |
Gender [Female DOos [04/22/1977 Gender [Female DoB |
Address [1234 Hill St. Address |
city |ABERDEEN city |
State IPA Zip State I Zip
C Merge:
Date Number Status Q|Date Number Status 0
04/14/2010 |P1942663 Sent To Lab 07/26/2010 |P1545407 Not Sent To Lab
04/14/2010 |P1942664 Not Sent To Lab A A
02/25/2015 8675309 Cancelled (V] N
02/27/2015 |8675309-3 Sent To Lab
Result Text Result O |Result Text Result o]
<< Cancel Merge 1to 2 Merge 2to 1

12. Compare the two records to determine which one you want to keep.
13. At bottom right:
¢ |[f the patient information is complete and accurate in the first patient record but not in

the second, click the Merge 2 to 1 button.

¢ |[f the patient information is complete and accurate in the second patient record but not

in the first, click the Merge 1 to 2 button.

All orders and results are copied from the incomplete or inaccurate record to the complete,
accurate one. The former record is not deleted, but its inaccurate or incomplete details no
longer appear on the Patient Demographics or Patient Information page for that patient.

A pop-up asks you to confirm that you want to merge RS
the tWO patlent I’eCOFdS (rlght) Are you sure you want to merge?

14. To confirm, click the OK button.

A second pop-up informs you when the merger is
complete (right).

15. To confirm, click the OK button.

mmlaccess.com says

Records for a,a merged into a,a
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Unmerging patient records

When patient records are merged, orders and results are copied from one record into another, but the
second record is not deleted.

Note: You must belong to the Client Supervisor Security Group to perform this task.

To unmerge patient records that have been merged: waster ries IS}

1. From the Master Files menu, select Merge Patients (right). Sz
Custom Profiles

Merge Patients
Physicians \h
Short Lists

The Merge Patients page appears.

2. At top right, click the Patient Merge List button.

The Patient Merge page appears. At top right, the Identified to be Merged radio button is
selected by default.

Patient Merge

Patient| Search Clear (® Identified to be Merged () Merged (O Unmerged

Name Patient ID |DOB  Name Patient ID DOB |Note User Q
DOCUMENT, ATION |18692 08/18/POSTIER,SHERRY (C7028846-004/14/
JONES,MARY alz=il 01/01/JONES,MARY 122 01/01/! Shore,Robin
MORRIS, QUINCEY  |SA0043721703/08/MORRIS,QUINCEY SA0043721£03/08/ Shore,Robin
TESTING,FOR LISA |L3MRNW405 [TESTING,FORLISA |L3MRNW3735 First: FOR / FORLISA
ITESTING,KRISTIN  [L3MRNW407 [TESTING,K C7028846-0 First: KRISTIN / K
TESTING,NELLIE ¥0326451 [TESTY,NELLIE 0oo1i80 04/22/testing patient merge

ITESTING,STACY C7028846-010/09/TESTING,STACY C7028846-010/09/,

Merge Patients Unmerge Patients [ unmark patients ] notes

3. To display patient records that have been merged, click the Merged radio button. |®
4. Select the set of patient records you want to unmerge.

5. In the SmartLinks Bar, click the Unmerge Patients SmartLink.
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The Merge Detail page appears.

Merge Detail
Patie [EST,PATIENT:Active Patient EST,PATIENT
D 1C72345887000011 D |C?234588*DOOD'I7
Phone # | ssN | Phone # | ssn |
Gender IFemaIe DOB ]04[221'1 977 Gender IFemale DOB |
Address 11234 Hill St. Address I
city [ABERDEEN city |
State |PA Zip State | Zip
Date Number Status O|Date Number Status (o]
04/14/2010 |P1942663 Sent To Lab
04/14/2010 |P1942664 Mot Sent To Lab o A
07/26/2010 |P1945407 Mot Sent To Lab [V Vv
02/25/2015 8675309 Cancelled
Result Text Result Q|Result Text Result O
<< Cancel D D Unmerge

6. Verify that you selected the records you want to unmerge.
7. At bottom right, click the Unmerge button.

A pop-up asks you to confirm that you want to unmerge
the tWO patlent I'eCOde (I’Ight) Are you sure you want to Unmerge?

8. To confirm, click the OK button.

A second pop-up informs you when the unmerge
) i . mmlaccess.com says
operatlon IS Complete (rlg ht) Test,Brian and Test,Brian have been unmerged.

9. To confirm, click the OK button.

Managing MayoACCESS users

mmlaccess.com says

As a MayoACCESS administrator, you can:
e Add users to MayoACCESS
¢ Change user details

e |nactivate a user

Adding a user

To add a user to MayoACCESS, you must first define the user, then assign them to a location within a
site. All steps for adding a user must be completed before the user can sign in to MayoACCESS.

You will need the following information for each user:
e Name: last name, first name, middle initial (optional).
e Email address.

o Level of access. See step 11 below for Security Group definitions.
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The account number to assign to the user if the client site has multiple accounts.

The three-letter prefix for the User ID that Mayo Clinic Laboratories provided to you.

To add a user:

Note: You must belong to the Client Supervisor Security Group to perform this task.

1.

From the System menu, select Users (right).

The Users page appears.

System

=

Users
ook Up User By
Access Type ‘ hd |
Users By Site ‘ ﬂ @ Site Name () Site ID (] Show Active Users Qnly
User Login ‘ | User Name | ‘ Search Clear
User Login Domain User ID User Name Lab Admin |Active Q
111111 3 No No
117335 5e9fcb9a-1d69-4c12-bf82-0092 No Yes
119263 4717532a-bbc4-418a-b55c-d71 No Yes
123456 No No
242680 48e4592f-cca2-4cc9-84c0-63be No Yes
257105 No No
294155 4abfa791-08d2-4d1a-a84f-dbf3 No Yes
343913 62ef91c7-d881-4d1f-beab-692f No No
380242 No No
652613 44d57c84-d9c6-4a08-beb4-746 No Yes
1800947 593b0621-9b43-43b1-9066-55( No Yes
888888 28c91e33-7083-4666-9c2c-ble No Yes
908115 9dfd7534-30eb-404b-8416-c7e! No Yes -
New User i Edit Locations @ Edit Security Question Audit History
Edit User Edit Site Access

Note: The Lab Admin column on the Users page is for MCL staff only.
At the left of the SmartLink Bar, click the New User SmartLink.

@ Tip: If the New User SmartLink does not
appear in the SmartLinks Bar, it is available on
the Users SmartMenu (right).

@‘ MNew User

O @ Refresh Grid -

] Edit Site Access

- Export Grid a

O k=it Grid Report -

@ (] Edit Locations a I Edit User _

@ @ Edit Security Question Y
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The User Information dialog box appears.

Name (L,F MI) ] e
[7) Skip Report Counting During Login
User ID | | Require Password Change on Next Login
() Is Auto-Printer User
D in User ID
oman Lser | | [ Is External
New Password @ | ‘ [J Access All Sites
Confirm Password | ‘
Physician | 3'
Email | | Security Group ﬂ
& Fax Number | ﬂ

OR
Enter Fax Number @ | ‘

Verify Fax Number | ‘

[T Edit Site Access

Cancel Save

In the Name text field, enter the user’s last name, a comma with no spaces around it, the
user’s first name, and, if applicable, the user’s middle initial with a word space before it. For
example:

LASTNAME,FIRSTNAME M
In the User ID field, enter a unique identifier for the user, as follows:
Three-letter prefix provided by Mayo Clinic Laboratories + user’s last name + user’s first
initial
For example, if the prefix provided by Mayo Clinic Laboratories is “ABC”, and the user is John
Smith, you can enter “ABCSMITHJ”.
In the New Password text field, enter a new password.
Note: The password must be a minimum of eight (8) characters and must contain:
e Atleast one (1) uppercase letter
e Atleast one (1) lowercase letter
e Atleast one (1) number
e At least one (1) special character (except for “*”)

In the Confirm Password text field, re-enter the same new password.

Note: The User ID and Password you enter into the User Information dialog box are used
only for setup. The user does not need to know them.

In the Email field, enter the email address that the user provided when registering on
MayoClinicLabs.com.

Note: If the user has not completed their registration on MayoClinicLabs.com, they will receive
an email prompting them to finish setting up their profile.

At top right, verify that the Is Active box is checked.
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9. Click the Save button.

The User Site Access for [user name] dialog box appears.

Select Sites This User Can Access
site [ ¥] @ siteName () SiteID
Select Security Group This User Will Belong To For Selected Sites
Email ‘ ‘ Set Email
& Fax Number | ¥ Clear Fax
Security Group ﬂ‘
OR
Enter Fax Number @ ‘ ‘ Set Fax
Verify Fax Number ‘ ‘
Namespace Site ID Site Name Sec. Group Email Fax Number
Delete [[ peselect Al
oK Cancel

10. In the Select Sites This User Can Access section, from the Site drop-down menu, select the
site you want this user to access. You can select more than one site for each user.

11. In the Select Security Group This User Will Belong To For Selected Sites section, from the
Security Group drop-down menu, select the access level for this user. You can choose from
the following levels, which are presented in ascending order:

Security Group | Available tasks

Test Catalog e Access the Directory of Services

This is the most basic role. The user cannot access client information or patient

data.
Test Catalog & e Access the Directory of Services
Results e Access test results for assigned site

The user has access to the Directory of Services and test results only.
Order Entry e Access the Directory of Services

e Order tests

The user can order tests but not access test results.
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Security Group

Available tasks

Order Entry &
Results

Access the Directory of Services
Order tests

Access test results

This is the most commonly assigned user security role.

Pathology Lab

Access the Directory of Services

Reports o Access test results via Pathology Results landing page (as assigned by
settings)
This role is commonly assigned to physicians and pathologists for the purpose of
viewing results.
Client e Access the Directory of Services
Supervisor

Order tests
Access test results

Access test utilization reports

Set up new users in the application

Users assigned to this security role can act as administrators for the client site.
Multiple users for a given account can have this role.

Note: If you have selected multiple sites for this user and want to select a different security
level for each site, you must select each site and then set its security level individually.

The Site Name(s) and Security Group(s) appear in the table row at the bottom of the section.

Security Group [ ¥|
) Fax Number j Clear Fax
Namespace Site ID Site Name Sec. Group Email Fax Number
C7 6 C7 6 c7 6-D r ORDER ENTRY & F
C7 8 C7 8 C7 8-R o ORDER ENTRY & F

Note: The Site Name also appears in the Site field at top, but the Security Group does not
appear in the Security Group field.

Important: Do not enter the user’s email address in the User Site Access for [user name]
dialog box. Duplicate email address entries cause the user to receive duplicate notifications.

12. To save these settings, at bottom right, click the OK button.
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A pop-up appears, indicating that site access was
updated successfully for the user (right).

www.mmlaccess.com says

Site access updated successfully.
13. At bottom right of the pop-up, click the OK button.

You are returned to the Users page.

14. Find the user in the User List, using one or more of the fields in the Look Up User By section.

Access Type | V‘
Users By Site | ¥I @ site Name () Site ID [OJ show Active Users Only
User Login | ‘ User Name [TESTNAME ] Search Clear

15. To assign the user access to a location within each site, highlight the user and in the
SmartLinks Bar, click the Edit Locations SmartLink.

@ Tip: If the Edit Locations SmartLink does _ %
not appear in the SmartLinks Bar, it is available i @7?“ S - :e; -

Export Gri 4« () & Refresh Gri -
on the Users SmartMenu (right). © & 6rd Report . )

i @ Edit User -

Select a Site to Add Locations

Site | ¥

Select Location to Add

Location ‘ ¥”

Always Allow Access to All Locations

User Locations

Locations 0

Delete Add All 1 ocations

16. In the Select a Site to Add Locations section, do one of the following:

¢ From the Site drop-down menu, select the site for this user.
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¢ Inthe Site field, enter the account number and press your Enter key.

Select a Site to Add Locations
site [C701 ¥

Select Locatio/ Site Name

If the site has only one location, that location will appear in the User Locations section.

El

17. If the site has multiple locations, do one of the following:

¢ In the Select Location to Add section, from the Location drop-down menu, select the
location.

e Below the Location drop-down menu, check the Always Allow Access to All
Locations bOX_ ‘ Always Allow Access to All Locatmns‘

This gives the user access to all the locations for this site.

e In the SmartLinks Bar, click the Add All Locations SmartLink.

The User Locations section displays all locations | User Locations

for this site (right). é:;altions

. C702
Note: You can give the user access to more than |,

one location. c703

18. At bottom right of the dialog box, click the OK button.

A registered user receives an email with an invitation to sign in to MayoACCESS. A non-
registered user receives an email with an invitation to register on MayoClinicLabs.com.

Changing user information
To change a user’s information in MayoACCESS:
Note: You must belong to the Client Supervisor Security Group to perform this task.

1. Have the user update their information on the Settings page of mayocliniclabs.com. Until this
is done, you cannot change their information in MayoACCESS.

System

| Users |

2. From the System menu, select Users (right).
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The Users page appears.

Users
Access Type ‘ h |
Users By Site ‘ ﬂ @ Site Name () Site ID (] Show Active Users Qnly
User Login ‘ | User Name ‘ Search Clear
User Login Domain User ID User Name Lab Admin |Active Q
111111 No No
117335 5e9fcb9a-1d69-4c12-bf82-0092 No Yes
119263 4717532a-bbc4-418a-b55c-d71 No Yes
123456 No No
242680 48e4592f-cca2-4cc9-84c0-63be No Yes
257105 No No
294155 4abfa791-08d2-4d1a-a84f-dbf3 No Yes
343913 62ef91c7-d881-4d1f-beab-692f No No
380242 No No
652613 44d57c84-d9c6-4a08-beb4-746 No Yes
1800947 593b0621-9b43-43b1-9066-55( No Yes
888888 28c91e33-7083-4666-9c2c-ble No Yes
908115 9dfd7534-30eb-404b-8416-c7e! No Yes -
[ New User i Edit Locations & Edit Security Question Audit History
Edit User Edit Site Access

3. Atleft, from the Users By Site drop-down menu, select a site to display its user records.
¢ Tips:
o To search all records, leave the Users By Site text field blank.

o To display the list of sites by name or by site ID, select the Site Name or the Site ID
radio button. [@®site Name O site 10|

4. In either the User Login or User Name text field, enter some or all characters of the user’s ID
or name.

5. At right, click the Search button.

A list of users matching the characters you entered appears.

User Login | ‘ User Name ‘TEST ‘ Search Clear
User Login Domain User ID User Name Lab Admin Active
SISBECKI [TEST,BECKI No No -
SKYLAKES1 TEST,ONE No No
SXX765 [TEST,SARA No No
[TEST123 [TEST,JO No No
testatlas [TEST,ATLAS No No
testing12 testing,test No No
[TRLATEST TEST,ALPHA No No
[TRLBTEST TEST,BETA No No
UCLTLH TESTING, TWILA No No ~

6. Select the user record you want to change.

7. At bottom right, click the Edit User button.
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The User Information dialog box appears.

User Information Required Fields
Name (L,F MI) [TESTATLAS | ISCUYE . _ ‘
E] Skip Report Counting During Login
User ID \testatlas | [J Require Password Change on Next Login
Domain User 10 (] 1s Auto-Printer User
omain User ‘ | [ 1s External
New Password @ ‘ ‘ [] Access All Sites
Confirm Password ‘ ‘
Physician ‘ ﬂ
Email ‘ | Security Group ﬂ
) Fax Number ‘ ﬂ
OR
Enter Fax Number @ ‘ ‘
Verify Fax Number ‘ ‘
[M Edit Site Access
Cancel Save

8. To change any user information aside from site access and Security Group, enter it into the
text field(s) or select it from the drop-down menu(s) on the left side of the dialog box.

9. To change which site(s) the user can access, or to change the user’s Security Group, in the
SmartLinks Bar, click the Edit Site Access SmartLink.

The User Site Access for [username] dialog box appears.

Select Sites This User Can Access
Site | ¥| @ siteMame O SiteID
Select Security Group This User Will Belong To For Selected Sites
Email | | Set Email
& Fax Number | EI Clear Fax
Security Group _3J|
OR
Enter Fax Number @ | | Set Fax
Verify Fax Number | |
Namespace | Site ID | Site Name | Sec. Group | Email | Fax Number |
-~
-
Delete m Deselect All
0K Cancel

10. To change the site that the user can access, in the Select Sites This User Can Access
section, select the desired site from the Site drop-down menu.

11. To change the user’s security access, in the Select Security Group This User Will Belong
To For Selected Sites section, select the desired security level from the Security Group
drop-down menu.
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The new Site Name and Security Group values appear in the list below.

Namespace
C7 6 c7

Site ID
6 C7| 6-D

Site Name

Sec. Group

r ORDER ENTRY & F

Email

Fax Number

12. To assign the user access to locations within each site to which you have granted them
access, follow steps 15—18 under Adding a user.
13. To remove a user’s access from a site, select it in the list of assigned sites. Then, at bottom left
of the dialog box, click the Delete SmartLink.

Namespace Site ID Site Name Sec. Group Email Fax Number
C7 6 Cc7 6 C7 6-P CLIENT SUPERVIS
C7 3 C7 3 C7 3-V. CLIENT SUPERVIS
7 6 ]C? 6 C7| 6-D CLIENT SUPERVIS

[1] select all

flete

Cancel

14. To save your changes, at bottom right, click the OK button.

A pop-up appears, indicating that site access was
updated successfully for the user (right).

15. At bottom right of the pop-up, click the OK button.

Site access updated successfully.

You are returned to the User Information dialog box.

www.mmlaccess.com says

16. To apply the changes and close the user record, at bottom right of the dialog box, click the

Save button.

Inactivating a user

User records cannot be deleted. Therefore, to prevent a user from accessing MayoACCESS, you

must inactivate that user.

Note: You must belong to the Client Supervisor Security Group to perform this task.

To inactivate a user:

1. From the System menu, select Users (right).

System

=
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The Users page appears.

Users
Access Type ‘ h |
Users By Site ‘ ﬂ @ Site Name () Site ID (] Show Active Users Qnly
User Login ‘ | User Name ‘ Search Clear
User Login Domain User ID User Name Lab Admin |Active Q
111111 No No
117335 5e9fcb9a-1d69-4c12-bf82-0092 No Yes
119263 4717532a-bbc4-418a-b55c-d71 No Yes
123456 No No
242680 48e4592f-cca2-4cc9-84c0-63be No Yes
257105 No No
294155 4abfa791-08d2-4d1a-a84f-dbf3 No Yes
343913 62ef91c7-d881-4d1f-beab-692f No No
380242 No No
652613 44d57c84-d9c6-4a08-beb4-746 No Yes
1800947 593b0621-9b43-43b1-9066-55( No Yes
888888 28c91e33-7083-4666-9c2c-ble No Yes
908115 9dfd7534-30eb-404b-8416-c7e! No Yes -
[ New User i Edit Locations & Edit Security Question Audit History
Edit User Edit Site Access

2. Atleft, from the Users By Site drop-down menu, select a site to display its user records.
¢ Tips:
e To search all records, leave the Users By Site text field blank.

o To display the list of sites by name or by site ID, select the Site Name or the Site ID
radio button. [@®site Name O site 10|

3. In either the User Login or User Name text field, enter some or all characters of the user’s ID
or name.

4. Atright, click the Search button.

A list of users matching the characters you entered appears.

User Login | ‘ User Name ‘TEST ‘ Search Clear
User Login Domain User ID User Name Lab Admin Active
SISBECKI [TEST,BECKI No No -
SKYLAKES1 TEST,ONE No No
SXX765 [TEST,SARA No No
[TEST123 [TEST,JO No No
testatlas [TEST,ATLAS No No
testing12 testing,test No No
[TRLATEST TEST,ALPHA No No
[TRLBTEST TEST,BETA No No
UCLTLH TESTING, TWILA No No ~

5. Select the user record you want to change.

6. At bottom right, click the Edit User button.
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The User Information dialog box appears.

Tormaton

] Ld Is Active
Name (L,F MI) [TESTATLAS G
[C] Skip Report Counting During Login
User ID testatlas [J Require Password Change on Next Login

Is Auto-Printer User
0 Is External
[]  Access All Sites

Domain User 1D |
New Password 7] ot

Confirm Passward

Physician il
Email | Security Group . _¥!
& Fax Number E!
OR
Enter Fax Number ] |
Verify Fax Number
[0 Edit site Access
Cancel Save

7. At top right, clear the Is Active box.
8. To save your changes, click the Save button.

Customizing MayoACCESS

As an administrator, you can customize MayoACCESS for your users in the following ways:

¢ Creating and managing comments
e Creating custom profiles

e Creating lists of frequently ordered tests

Creating and managing comments

You can create comments that users can select when they Reason

Other

perform certain actions in MayoACCESS. The screenshot on other | p| EASE FAX REPORT TO: (555)555-5555

the right shows comments that could be displayed when a user

oK Cancel

clicks the Report Note link on the New Order page, for
example.

To create a comment:
Note: You must belong to the Client Supervisor Security Group to perform this task.

1. From the Master Files menu, select Comments (right).

Master Files

Custom Profile
Merge Patients
Physicians
Short Lists
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The Comments page appears.

Comments
Type L Search Clear
Comment Code Type Active | Q
Callback when resulted Order Entry Comment Yes
PLEASE FAX REPORT TO: (555)555-5555 Order Entry Comment Yes ~
THIS IS A TESTING COMMENT Order Entry Comment Mo
v
Comment I
Code I Type W
Mew Comment =

2. Atthe left of the SmartLinks Bar, click the New Comment SmartLink.

O 1 Export Grid a (O @ Rrefresh Grid a

@ Tip: If the New Comment SmartLink does
not appear in the SmartLinks Bar, it is available
on the Comments SmartMenu (right).

© &= Crid Report a B save Comment a

New Comment a
=2 B mactivate comment a

3. Inthe Comment text field, enter the comment you want to add.

Comment ‘
4. From the Type drop-down menu, select the activity for which you  [wee (order Entiy Comment -
want the comment to be displayed (right). Delete Order Reason
——{ Delete Patient Reason

Order Status Change Reason
QOverride Reason

Report Rejection Reason
Resolve All Issues Reason
Result Values

Test Status Change Reason
Undelete Order Reason
Undelete Patient Reason

5. At bottom right, click the Save Comment button.
To change a comment, select it, change its text, and then click the Save Comment button.

To inactivate a comment, select it, and then click the Inactivate Comment SmartLink in the
SmartLInkS Bar ‘E Inactivate CC-I’“II’“I‘_'I":‘

@ Tip: If the Inactivate Comment SmartLink does not

. . e . Export Grid 4+ (O @ Refresh Grd -
appear in the SmartLinks Bar, it is available on the I — e
O &= Grid Report " [B save comment &

Comments SmartMenu (right). New Comment A
Ig lE Inactivate Comment -

Creating and managing custom profiles

You can create a single code under which to group multiple tests. This code is called a custom profile.
Custom profiles save time when users frequently order the same tests together. You can create,
change, or delete a custom profile.
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Notes:

e Custom profiles cannot be used for interfaced orders.

¢ You must belong to the Client Supervisor Security Group to perform this task.

To create a custom profile:

1. From the Master Files menu, select Custom Profiles (right).

The Custom Profiles page appears.

Comments
Merge Patients “
Physicians
Short Lists

Master Files |37

Custom Profiles
Custom Profile Name | | Search Clear
Profile Name Profile Description 0
Cheese Allergen Allergy to cheese
DR JONES DR JONES
Dr. LH Pain Mgmt Pain Management
LIVER TRANSPLANT h
Profile Name |Cheese Allergen Profile Description |Allergy to cheese
New Profile B Delete profile Save Profile
Profile Components
Test Code Test Name Performing Service Provider o]
CCHZ Cheese, Cheddar, IgE Rochester Campus
FAMCE Cheese American IgE Rochester Campus
FCCGG Cheese Cheddar IgG Rochester Campus
FSCE Cheese Swiss IgE ochester Campus -
Keyword 82752 ¥
New Component B Delete Component Directory of Services Save Component

2. In the top section, at the left of the SmartLinks Bar, click the New Profile SmartLink.

[ New Profile

Tip: If the New Profile SmartLink does not
appear in the SmartLinks Bar, it is available on

Custom Profiles SmartMenu (right).

o o &~ w

Component SmartLink.

Custom Profiles SmartMenu

() & Refresh Grid A

Export Grid Ao

) k=i Grid Report a [B] save profile a

New Profile A
= Bl Delete profile a

Above the SmartLinks Bar, in the Profile Name text field, enter a name for the custom profile.
Optional: In the Profile Description text field, enter a description for the custom profile.
At bottom right, click the Save Profile button.

In the Profile Components section, at the left of the SmartLinks Bar, click the New
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§ Tip: If the New Component SmartLink

Profile Components SmartMenu

does not appear in the SmartLinks Bar, it is R D @ Refresh Grid
available on the Profile Components [h Sy (o Componcet
Smal'tMenu (rlght) @ E Delete Component |1_-;-] Directory of Services

7. Do one of the following:
e From the Keyword drop-down menu, select a test.

¢ In the Keyword text field, enter a test name, code, or mnemonic.

8. At bottom right, click the Save Component button.

9. To add more tests to the custom profile, repeat steps 7 and 8 for each.

Note: If you do not click the New Component SmartLink before adding a second or
subsequent test, the new test replaces the test currently shown.

To delete a test from a custom profile, highlight it and, in the SmartLinks Bar, click the Delete
Component SmartLink. [ Delete componen]

@ Tip: If the Delete Component SmartLink does not
appear in the SmartLinks Bar, it is available on the
Profile Components SmartMenu (right).

To delete a custom profile, highlight it and, in the SmartLinks Bar, click the Delete Profile SmartLink.

Bl Delete Profile

@ Tip: If the Delete Profile SmartLink does not
appear in the SmartLinks Bar, it is available on the
Custom Profiles SmartMenu (right).

Profile Components SmartMenu

Export Grid

O & Grid Report

|i| MNew Component

O @ Refresh Grid

[B] save Component

’E ’E Delete Component

& pirectory of Services

Custom Profiles SmartMenu

X

Export Grid
© & Grid Report
New Profile

() & Refresh Grid

Save Profile

=

IEI Delete Profile

9

Creating a Short List of frequently ordered tests

A list of frequently ordered tests is called a Short List. The Short List appears on the New Order page
when you select the Standard Order Entry option, enabling users to quickly select a test rather than
have to look it up. Short Lists can be created for and organized by site, physician, or specialty.

Note: You must belong to the Client Supervisor Security Group to perform this task.
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To create a Short List:

1.

The Short Lists page appears.

From the Master Files menu, select Short Lists (right).

Master Files [

Comments
Custom Profiles
Merge Patients
Physicians

Short Lists

@ Site (O Physician () Specialty,

Number of Items

= Save Options
‘ :] Include Items by Frequency
Use Sort [}

Short List  Lab Filter ¥ @ Test Short List (O ICD-9 Short List () ICD-10 Short List
Test Inclusion Option Usage Lab Q
lAngiotensin Converting Enzyme, S Always Include 265 Rochester Campus = A v
[OBSOLETE] Chromosomes, Hematolog, BAlways Include 22 Rochester Campus 4 v
[OBSOLETE] Heme Chromosome Hold, B/EAlways Include 1 Rochester Campus A v
[OBSOLETE] HER2 IHC, No interp Always Include 2 Rochester Campus - Co-Path) 4 v
[OBSOLETE] Estrogen Rec IHC, no interp |Always Include 2 Rochester Campus - Co-Path| 4 v
[OBSOLETE] Progesterone Rec IHC, no intAlways Include 2 Rochester Campus - Co-Path, 4 v
[OBSOLETE] Ki-67 (MIB-1) IHC, no interp Always Include 1 Rochester Campus - Co-Path| 4 ¥Yi|v

Selected Test ‘ ﬂ
Include | Include Based on Usage v Usage I:l [ clear Usage

New Item B pelete 1tem

Save Item

2. Use the fields above the list of tests to tailor your Short List to your needs:

o Short List Type: At top left, select the Site, Physician, or Specialty radio button.

If you choose Physician or Specialty, the drop-
down menu below becomes active, and you can
select the desired physician or specialty from it

(right).

(O site () Physician @ Specialty

ﬂ

Specialty

Abdominal Radiology]
dabdominal Surgery

TeAddiction Medicine
IAddiction Psychiatry

Adal M Adiri

¢ Inthe Short List Options section:

o Inthe Number of Items text field, enter the value for how many items you want

the Short List to contain.

o To fill out any open spaces in the Short List with supply items that are marked
as Include Based on Usage, check the Include Iltems by Frequency box.

o To enable manual reordering of the list, check the Use Sort box. Then, to move
tests higher or lower on the list, use the up-arrow ' o] and down-arrow
buttons in the rightmost columns, respectively.

e In the blue Short List row:

o Optional: From the Lab Filter drop-down menu, select the laboratory by which
you want to filter search results.
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o Select the desired radio button to indicate whether this will be a Test Short List,
ICD-9 Short List, or ICD-10 Short List.

3. To add a test, in the SmartLinks Bar, click the New Item SmartLink.

@ Tip: If the New Item SmartLink does not Short List SmartMenu £ %
appear in the SmartLinks Bair, it is available on ﬁ O [ Export Grid [ new 1tem
the Short List SmartMenu (right). O i Grid Report B save item

’E [T clear usage B pelete 1tem

4. At bottom left, do one of the following:
¢ From the Selected Test drop-down menu, select a test.
¢ In the Selected Test text field, enter a test name, code, or mnemonic.

5. From the Include drop-down menu, select the conditions under which the test should be
displayed in the Short List. The available options are as follows:

Option Description

Include Based on Usage Tests are shown based on how frequently they are ordered.
Always Include The selected test is always shown in the Short List.

Never Include The selected test is never shown in the Short List.

6. The Usage field is a counter of how many times the Selected Test has been ordered by the
account you are signed in under.

Short List Lab Filter | ¥ ® T
Test Inclusion Option Usage Lab
lingiotensin Converting Enzyme, 5 Always Include 266
[OBSOLETE] Chromosomes, Hematolog, Bone Marrow |Always Include 22
[OBSOLETE] Heme Chromosome Hold, B/BM Always Include 1

If you want to reset the value of this field to 0, click the Clear Usage SmartLink.
7. At bottom right, click the Save Item button.

To delete a test from the Short List, select it, and then, in the SmartLinks Bar, click the Delete Item
SmartLink.

? Tip: If the Delete Item SmartLink does not appear | SeAe ULt AT E ¢
in the SmartLinks Bar, it is available on the Short List 2 =l New Item
SmartMenu (right). © &= Grid Report [E] save Item

’E [0 cleer usage | & pelete 1tem

©2026 Mayo Foundation for Medical Education and Research. All rights reserved.



	Administering MayoACCESS
	Managing physician records
	Creating a physician record
	Changing physician information
	Deleting a physician record
	Merging physician records

	Managing patient records
	Merging patient records
	Unmerging patient records

	Managing MayoACCESS users
	Adding a user
	Changing user information
	Inactivating a user

	Customizing MayoACCESS
	Creating and managing comments
	Creating and managing custom profiles
	Creating a Short List of frequently ordered tests



