7 sMclaren

McLaren Patient Access  HEALTH CARE
How to Set Printer Favorites in Person Management: Documents (PM Docs)

Overview
Objective: To provide guidance on reprinting documents and setting printer defaults in PM Docs.

Audience: This template is for WIN32 users that need to reprint documents for patients.

How to Open PM Docs from the App Bar

1. From the AppBar, launch PM Docs using the printer icon.

R
e )

2. The PM Docs window will open.

Task  Action View Help
Person/Encounter Information Gualfied documerts

Hame:

Sex Age Face

SSN MRN:

FIN NBR Financial cioss

Encourter typs Med service

Locabion:

Feady PROD | Suzaxz | 06021 | 14z

How to Open PM Docs from the Access Management Office

1. From the AppBar, launch Access Management Office (PM Office)

2. Select the Documents icon.

@ Access Management Office

Task View Groups Help
G % 9 & & Ei 2 AsOf 10:39 ~ [ Groups ~
Conversation

3. The PM Docs window will open.

Ready PROD | SUZA3Z | 0671021 | 1042
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How to Reprint Patient Documents

1. Search for a patient’s encounter using the magnifying glass icon.

[S] Person Mgmt: Documents

Task Action View Help

]

Person/Encounter Information Qualified documents:
Name:

2. Select the Qualified document that you would like to print/reprint on the right side of the
screen, then click the Printer icon.

m Person Mgmt: Documents

Task Action View Help

Cle—:2

Person/Encounter Information Qualified documents:

Name: [ Admit Notice 1
ZZTEST, ANISSA H ’— Amband

Sex: = Race: ~-[=. Blood Gas Only

Female 49 Years White %

SSN: MRN: i icare secondary Payer Questio

XXXXK-E547 300001691981 T Newbom Amband cust
~[* Single Zebra Label

FIN NBR: Financial class: [* Transfer Notice
Encounter type: Med service:
Location:
Ready |PrOD |suzan2 | oerio21 | 1102

3. Select the name of the printer you wish to print to by typing the first three letters of the printer,
for example, MAC or BAY and the number of copies you need to print.

Jask Action View Help
Q5
Person/Encounter Information Qualfied documents:
Name:
ZZTEST, ANISSA
Sex: Number of copies:
F 5 |mad j ‘ 1 v
SSN: More than 100 items contain "mac”™ Questio
YOOLXXE547 Open Output Destination dialog
mac_1_ap_01
FIN NER: mac_1_bsw 01
70000003271437 mac_1_bsw 02 Slie
Encountertype: | Mo-1-ca 0" 023 | 62
A mac_1_cdoc_01 B
rereg mac_1_cis_01
Location: mac_1_cms_01
LND4 Rad GL/LND4 R| mac_1_com_01
mac_1_cs_01
mac_1_cs_02 v
Ready 2082 | TEYB96 | 11/2/2023 | 1622 .:

4. Click OK. The document you have chosen will be printed.
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How to Set Printer Favorites

1. After choosing a preferred printer from the drop-down menu, right-click and select Add to
Favorites. Repeat this process for each printer to be favorited.

{a]

Task  Action
Q 5 %
Person/Encounter Information
Name:

ZZTEST, ANISSA
Sex: A

View Help
Qualified documents:

Number of copies:
[4

F L(mac_1_rad_
SSN:
XOOL-XX-6547
FIN NBR:
70000003271437
Encounter type:

Filter Type
Set as Default
Add to Favorites

Clear Entry
Last Used

Questio

Prereg
Location:
LND4 Rad GL/LND4 Rad GL/LN04 Mammo

Imaging Services

Ready |B2082

|TEYES | 11/3/2023 | 923

2. After setting all printer favorites, you can filter your list of printers to only display your favorite
printers. To set the printer list to Favorites View, right click on the printer, select Filter Type and
Favorites. Your drop-down menu will now only display your “favorite” printers.

Training Tip: To view all available
printers again, select All from
the Filter Type options.

()
TJask Action View Help
Q 5w
Person/Encounter Information Qualified documents:
Name:
ZZTEST. ANISSA
F— A Printer: Number of copies:
F 5 - n v
SSN: Document namel L= . e I
XOOK-XX-6547 Set as Default ~ Al
FIN NBR: Remove from Favorites Printer
7000003271437 Clear Entry Fax
Encounter type: Ready Last Used »
Prereg Imaging Services
Location:
LNO4 Rad GL/LNO4 Rad GL/LND4 Mammo
Ready |B2082 | TEYR96 | 11/3/2023 | 927
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Document Revision History

Cerner Workflow ID#/SOP Name:

Version # Date of Page(s) Revision Explanation Editor Name Reviewer
Revision | Revised
v1.0 10/6/20 All Initial Creation: Maurisha McClung
v2.0 11/3/23 All Updated template & images of the new printer | Maurisha McClung
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4|Page

Prepared By: Revenue Cycle Training Team rcedandtraining@mclaren.org



mailto:rcedandtraining@mclaren.org

