¥4 Marshfield Labs’

4medica Portal Reference Guide

Introduction

Marshfield Labs portal, powered by 4medica, provides reference lab clients a complete web-based
solution for electronic transmission of test orders, results, supply orders and accurate billing.
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Log In to Marshfield Labs Portal
1. Use the following link to access portal:
https://www.4medica.net/home/extjs4/desktop/index.html
a. Consider bookmarking or adding as a desktop shortcut.
2. Enter username and password provided

by Marshfield Labs and click OK. [AMEdICal Fie- patint- Schedle - Helo -
a. Upon initial login, you will be —— -
P ted t & ,ty = peskiop Med Tech Test
promp e 0 Crea e a new w, Test Results
password. 4 % Test Orders f
. Y Test Results e
b. Password must contain one é;esdt OrLde""
| Order Log
uppercase letter and one number |, @ char 0 Reports Since Last Login
and should not contain symbols. £3 Phone Book 0 Reports w/ Panic
- Messaging 0 Reports to Review

3. User desktop displays number of

s Administrat .
= Administrater 0 Red Alerts to Review

available reports and any Red Alerts. = am Academy
a. Red alert notification is - [=/Reports
“Log Out

functionality that enables a
provider to be notified when a
test exceeds a certain value, as
determined by the client.

b. Red alerts can be set, edited and removed by you.

Order Tests Navigate «
1. From left navigation, double-click Test Orders to expand menu. = Desktop

2. Select Test Orders from expanded menu. o2, Test Results
4 /% Test Orders

Search For Existing Patient

1. Enter Last Name of patient in the Last Name field. 0 order Log

2. Click Go

3. Alist of possible patient matches will drop down with Last Name, First Name, DOB and patient ID.
Choose patient if applicable.

4. If no match is found, create a New Patient Chart.
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create New Patlent Chart 4 4medica - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome
1. Se|eCt NeW Chart button |n Upper-|eft corner and 8@ staging.4medica.net/home/extjsd/desktop/index.html
Patient Chart
complete required fields (indicated by red e | eats| §ATETICA]| Flew patent~ Commands - el -
1 Practice: Navigate <« Last or ID @ First
triangles): ‘ EJQD . ) Y |
Last Hame: ) = Desio)
a. Chart No (Your Patient MRN or Patient T L L s T — f
Identifier) or it may pre-populate I ) I o
b. Last Name = B
Ethnicity: workphone: ||
i - N
C. Fl.rst Name () I Mobile:
d. Birth Date ) — —
Pref Language: [ Select Preflanguage v Emergency Contact Name:[ |
Physician Emergency Contact Phone: |
e. Sex a— n e
. . - patecoeath: || B e e
2. If Marshfield Labs is to bill insurance see Add
. . . . Bill To: Facility/Provider
Patient Insurance and Bill Insurance instructions. !
. . Patient consents to retrieve Surescripts Medication History:
3. Click OK to save patient. , |
. . . [ |
a. MPI Search window appears if thereis a —
possible duplicate patient already in system. ‘ .
ok Apply Cancel

b. If your patient appears, highlight and click
Select button.
c. If no patient matches your patient, click Cancel to close window.
4. Patient is now selected and test selection can begin.

Select Test(s)

1. Select Practice Provider from drop down.
2. Bill To is typically defaulted, but can be changed
by clicking hyperlink.

Facility/Provider bills your Facility (Client)

INS1, INS2 is used when insurance is to be billed (See page 5 for instructions)

Bill To
SELECT

SELECT

OTHER

INS1, INS2

FACILITY/PROVIDER
I
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3. Test Order screen displays information within tabs: Tests, Diagnoses, Specimen Requirements,
and Attachments.

% 4medica - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome = 5] B3

@ staging.4medica.net/home/extjsd/desktop/index.html

E\ =diCa| Fle~ Patient~ Commands~ Help~ Test Client Marshfield Labs ~ 2 Log Out

Navigate « Last or 1D @bt List Found patients
[ Mew chart |[smith sally |[[Go | [sMITH, SALLY, ID:A257821 & | (M) (555) 555-5555 [ns: | averemu
= Desktop ' o 7 G0V (aNEEEE] 123 HILLTOP DRIVE ,
MARSHFIELD, WI, 54449, USA '
=, Test Results - -

4 B Test Orders Practice Provide Ordering Provider Bill To
Select Provider Select Provider INS1, INS2

/¥ Test Orders

[ order Log (IESE | Diagnoses | Specimen Requirements Aﬂacnmenls)
i Chart e —— ® contains O startwith O Exact
3 Phone Book Warshfield Labs v Ordered: 11/15/2113:08 I Y
v

[ Messaging
| \17'Hydroxynregneno\one (170HP) [1TOHPSO] 17-Hydroxyprogesterone (OHPG) [1THPSO] 21-Hydroxylase Ab (210H) [21HDRSO]

a. Select Tests tab.
b. The Lists of Tests available for your use: Marshfield Labs (includes the full compendium)
or Marshfield Test Req (includes the most frequently ordered tests), Nursing Home.

Select from the dropdown, which list you would like to search. Once a list is selected, it
will default to that list at next login.

c. Use search box in upper-right corner to find orderable by typing in a test code or test
description and pressing Enter.

d. Select test from search results.

e. Answer any questions that appear in Order Questions box (red triangles indicate
required fields):

i. CIle bIaCk Order Questions - Culture, Urine - with Susceptibilities [URNS] E
rr t n Questions | | Answer |
arrow 1o Ope Specimen Type A | ®
drop down
menu.

ii. Choose
appropriate
response from
drop down or
type a free text
entry. o)

iii. Click Save.
f. Test will be added to box at bottom of screen, indicating it has been added to the order.
Repeat steps b-d to continue adding tests.
g. If Marshfield Labs is billing insurance, click Diagnosis Tab next to Tests tab and enter
ICD10 codes given by ordering provider. ICD10 diagnosis codes can be searched for in
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search box in upper-right corner as well. Also enter insurance information following
instructions on Page 5.

h. To undo any test selection, highlight the test, click Clear One, click Go.

i. Click Submit in lower-right corner.

j. SyStem will prompt for AMedica Retriever Order Module o]
collection information. R
i. Can click Now &
Close to enter | = o
current date/time
and close page Lof 4
collection detail |H|\I\ll\ll\Ll\“iﬂj!!\lﬂl"ﬂll\|||||||\ LiotoRopetos A Marshfield Labs'
window. OR enter D S B e ey 200 2225533
correct date and e I, LT F S —
collection time, risaziemo N o
click OK. B :

k. Lab Requisition form is generated —click Close. A delay is required to send information
from the 4medical portal to Cerner and to allow the specimen to accession in Cerner.

I.  To print Lab Requisition form to send with specimen, click Order Log (under Test Orders)

m. Filter to Ordered Today click GO.

n. Once the test is in Sent status highlight the patient order you want to print. Click the
printer icon on the top tool bar.

0. Requisition will open. Make sure the barcodes at the bottom are true barcodes. If not,

¢
wait a few minutes refresh screen . This delay allows the order to be
accessioned.

p. Click Print at the top right of the Requisition form that opens.

Add Patient Insurance Information and Bill Insurance
If Marshfield Labs is to bill the patient’s insurance, please complete these steps during the test order.
1. Follow steps 1-2 of Create New Patient Chart instructions.
2. Instead of clicking OK, click Apply.
3. Click Insur #1 button.
4. Patient Insurances window opens:
a. Select Insurance Subscriber or Guarantor radio button.
b. Complete required fields (indicated by red triangles):
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i. Select Relation from
drop down.
ii. SE'GCt Insurance CO by ® Insurance Subscriber (O Guarantor ) Medical Power of Attorney

r— Guarantor (Policy holder)

Patient insurances E

clicking .. G| CIR | —
s Last namel ‘ First name|:| Middleg DDB\:I
iii. Select Plan Type from ] | o

d rop dOWn . [ Relation Address same as Patient Address
. . Country| United States V‘
iv. Enter policy number. Address| | Address|

|
c. Cl !ck Save Guarantor/Policy. o o =——
d. Click Close. T
5. Repeat steps for Secondary R 2 I

Insurance.  Insurance
i H [ | ETypE‘l Insurance  %|  Plan Type ™
6. TO add Insurances' see Helpfu' Hlnts' | | Rank¥[1 | Dt Effect Dt Cancel

When finished, click OK. G | |

~

. . Address [ | Addressz [ | code] | IPAI:I
8. To continue ordering a test, follow oty [ State ]z | Phone
Formulal [ | x Retail Mail Order Specialt: LTC
step #3 under Select Tests. Also add " e
ICDlO DlagnOSIS Codes us'ng the Type | Rank | Guarantor (Policy holder) | Insurance Co / Plan Name ‘ Policy # ‘ Dt Effect | Status |
Diagnosis tab. Mo data available
( Save Guarantor/Policy )l Cancel | | Close
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Change Patient Demographics

Change patient demographics of an existing patient from Test Results, Test Orders or Order Log in

left navigation.

1. From Test Results, Test Orders or Order Log page, select patient and click Patient

Demographics icon.
2.

3. Click OK.

Check Test Status

Check the status of a test order.

1. Select Order Log from
expanded Test Orders
menu on left.

Use filters to define
search criteria:

Patient Chart page opens — make necessary changes.

1]

4 4medica - Door (Test Client Marshfield Labs - Med Tech Test] - Google Chrome
# staging.4medica.net/home/extjsd/desktop/index.html

ﬁ‘(‘(“i-i File ~ Requisition ~ Commands ~ Help ~
O
L n'ﬁ's\?r B0 4

Navigate

= Desktop

Test Client Marshfield Labs ~

X GRessB g@ T 1

Gl statuses ~)L

| Al Patients

w | All Providers ~ | All Performing Failities ¥ | Ordered Lest2 Days |

i=. Test Results

4 [ Test Orders

Requisitions | Standing

Unsigned Orders

[ View related info on Regqusitions/Standing

% Tast Orders Printed | Status / Date-Time | Reguisition(s) | Patient — ‘ Patient ID Performing Faj
N Sen R10000000420 TESTA, INTERSOFTA MIA, SFA 1000112 Marshfield Labs
[ Order Log 11/09/2021 02:54 CDT ORD 39 Y- 11/13/1981
> [#] Chart N Sent R10000000422 SMITH, SALLY A297821 Marshfield Labs
- 11/09/2021 15:06 COT [ 50 Y- 11/09/1971
=5 Phone Book

a. All Statuses — open dropdown to choose desired status.
b. All Patients — search for a particular patient.

Reprint Requisition
1. From Order Log, select order to reprint and click printer icon.

a. To print multiple requisitions, hold Ctrl key while selecting requisitions to print, then

click printer icon.

#% 4medics - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome

8 staging.dmedica.net/home/extjs4/desktop/index.html

g’ NediCa | Fle~ Requistion > Commands =  Help =

Mavigate

S &= g T T ¢

Test Client Marshfield L

= Desktop

C_mp@lDepx @O

i Test Results
4 [ Test Orders

[ Messaging

i Administrator

| all statuses v|I

‘ All Patients

VlAH Providers

hd | All Performing Facilities

hd | To Collect Tod

Requisitions | Standing

Unsigned Orders

[ View related info on Requsitions/Standing

o[x]

B Test Orders Printed | Status / Date-Time | Reauistion(s) | Patient — | Patientip -
N Sent
[ order Log 11/15/] 4Medica Retriever Order Module
[ Chart N 1316:.:15‘,- TESTA, INTERSOFTA R10000000484 11/15/2021 01:58
=3 Phone Book

\JESTA, INTERSOFTA R10000000436 11/15/2021 02:37

TESTA, INTERSOQFTA R10000000485 11/15/2021 02:0=D

Sent
N s

2. Requisition window opens —

click Print button.

a. If multiple requisitions
are selected, selected

Close

| q Print D

R10000000484

Call: 800-222-5835 Billing:800-222.5835 Specimen Pickup:800-222.5835
v marshfieldiabs.org

Requisition

REQUISITION MUMBER:R10000000484

Visit Our Website: ww)

Page 1of 1

A Marshfield Labs’

PHYSICIAN

PHONE

(718)221.877

CLINIC

Joseph Ahn Test Cllent Marshfield Labe
1000 N Oak Ave, Marshfield, Wi 54449

FAX
0

ACCOUNT NUMBER
100000

CALL RESULTS TO:
FAX RESULTS TO:__
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requisitions can be previewed using hyperlinks at top of window.
b. Click Print.

Batch Print Requisitions
1. From Order Log, click File.
2. Select Print All Non-Printed.
3. In requisition window, click Print.

Modify a Test
To add, modify or cancel a test, please contact Customer Service at 800-222-5835.

View Results

1. From left navigation, select Test Results.
2. Use filter drop-downs to filter result display.

4 4medica - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome

8 staging.4medica.net/home/extjsd/desktop/index.html

E' nedical Fle~ View - Feporis *  Patient»  Help = Test Client Marshfield Labs ~

Navigate d n 8D veSs Ot ot = 7l
=i
— Desktop {all patients ~ | All Providers ~ | All Sources v | Reported Last 7 Days v} Reporf
'=, Test Results
4 % Tost Orders St | Type | Department(s) | Patient | + Obtained/Reported | Patient Summary Impressig
ES o U | Lab RESULTS[3Z] |JONES, BRIAN 1140172021 11230 | E——
=¥ Test Orders 43 Y - 09/30/1978 11/09/2021 08:53 - £
= [@ L Albumin Lvl 39 g/dL

3. Select result from list — result details display in the following windows:
a. Demographics
b. Impression
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C. Detall # dmedica - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome - o
@ staging.4medica.net/home/extjsd/desktop/indexhtml
d. Graph
’Zl‘e >JiC| Filev View~ Reporis~ Patient> Help = Test Client Marshfield Labs = > Log Out
. . .
4. Impression window displays T T aAD veEs| ot "
=
th e fol |0Wi ng i n d icato rs: Aj‘?::::-psu\ts = I [ Al Patients ~ | &l Providers ~ | &ll Sources | Lest7 Days v Reports 1 - 20 [... There are mq
. . 4 /% Test Orders St [ rTyvee [ D | I Patient | - Obtzined/Reported | \fpatient sSummary  Impression | photo ™\
— OU | Lab |RESULTS[32] |JONES, BRIAN 11/01/2021 11:30 —
a. WNL — Within normal 8 Tst Orgers JONES BRIAN rivizoe1 1130 roir ‘
L. B order Lo O L Albumin Ll 3.9 g/dL
Ilmlts Order Log l@N| Lab |RESULTS[1] |FIELDSMITH, TALLY 11/02/2021 13:46 O HALT 54 il
[ Chart 36 - 08/12/1965 11/08/2021 16:27 8 Iﬁggzgdzm mnlv’iIFL
mmol
H & Phone Book @U| Lab |RESULTSH4] |FOLDS,MACK TEST 1100212021 11:37
b. H - ngh Value ;Massagm 22 Y- 09/09/1999 11/08/2021 16:24
. p @N| Lab |RESULTS[Z] |YELLOW, DAY 1110212021 11:39
C. HH - Extremely h|gh ";Adm‘”‘ﬁ"a‘”' 24 V- 097231987 110082021 1621
m Academy @N| Lab |RESULTS[3] |YELLOW, DAY 1100212021 11:39 \_ J
Value 1=/Reports 34 Y - 09/23/1987 11108/2021 16:19 - Y Iﬁu
7 Log Out ON| Lab |RESULTS[Z] |NANCE, ALISON 1100212021 1410 -
_ 34 Y - 0941201987 11/08/2021 16:10 -
d . L LOW Value QQN Lab |RESULTS[1] |ESPER, STACY TEST 1110212021 11:33 - - 155
N » J| o
€. LL EXtremer IOW 4 Test | value Units Range | Remark | ) s 12 31
== HGMPA =
Value Hab 131 [grl 129173 .
MCH 200  |pg 27.0-340 g
f. A —_ Abnormal Value Platelet 252 X0\l | 150-450
REC 460 DSl | 4.155.55 102721 102621 102921 103021 110121
H - H MCV 840  |fL 82009.0 N J
g' Pendlng Pendlng ROV 133 |% 11.5-15.0
. UWEC NoReport 1.0 % 10\SV3LL
Results will be et T 8510 )

displayed
h. X— Canceled
i. — Partially completed test
5. Statusin Demographlcs window is color-coded:
® Green Normal range
O Yellow Abnormal range

® Rred Levels valued as "panic” or "critical."

O Grey Report does not contain numeric values.
PDF reports do not have values and will always display Grey light.

6. To print, click printer icon in toolbar.

Batch Print Results
1. From Test Results, select File.
2. Select Print All Non-Printed.
3. Inrequisition window, click Print.
Note: If there are more than 20 reports to be printed, after printing the first 20, select Next 20 reports,
to print the next batch.
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Order Supplies and Request Courier
1. From left navigation bar, select Desktop.

4 4Amedica - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome

# staging.4medica.net/home/extjsd/desktop/index.html

E' NediCa| Fle- Patient~ Schedule~ Help - Test Client Marshfield Labs ~
Navigate 4 Order Supplies
= Desktop

Med Tech Test Biling

i Test Results
4 ¥ Test Orders
' Test Orders
[E) order Log

é’ Test Results

outreachopscert.cerner.com/requestportal/

2. Click Order Supplies button, which REQUEST PORTAL SUPPLY REQUESTS
will open Courier and Supply
Request Portal window.

3. If needed, follow instructions in
the Client Request Portal
Instructions document. See
separate document.

4. When supply order is complete, click X in upper-right to close Courier and Supply Request
Portal window and return to 4medica portal desktop.

100000
LAB-TEST CLIENT MARSHFIELD LABS

# 1000 N Cak Ave
% (715) 221-6770

View Billing and Fee Schedule
1. In Left Navigation click on Desktop
2. Click the Billing Button at the top right. You will be taken to the Marshfield Billing and Invoice Module.
3. Click on Invoice
a. Click View Billing for invoices and work in progress (there is
usually a short delay for WIP)
b. Click View Entire Fee Schedule. You can search by Test Code or FFSEE
CPT code. Enter test code, click Search.
c. Click X to exit and return to portal.

Patient Demographics

Invoice
- View Billing

- View Entire Fee
Schedule
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Helpful Hints
Place a Surgical Order with Multiple Specimens

1. Navigate to Test Orders. Order - Tissue Request [SURG] EIE
2. Click Select Provider to select a Practice R |~|| |
Provider. Cliical Information 0

Operation/Procedure |

3. From Test tab, search SURG and select — :
Pathology Tissue Request (SURG). Breast - Removal Time

B
4. Enter the total Number of Specimens being el = B
pecdmen Description
SU bm IttEd . Pathology Fixative ~ v
5. Complete Order Questions when prompted Specmen Description & ' ]
Pathology Fixative B v

for all specimens. e —
6. Clle Save. Pathology Fixative C v

Specimen Description D

Pathology Fixative D v
Specimen Description E [ ]
Pathology Fixative E A

Specimen Description F

Pathology Fixative F A

Specimen Description G

Pathology Fixative G v

Specimen Description H

Pathology Fixative H v

Specimen Description [

Pathology Fixative [ A

Place a MISC Test Order — M
1. Navigate to Test Orders.
2. Click Select Provider to select a Practice Provider.
3. From Test tab, search MISC and select Miscellaneous Test (MISC).
4. Complete Order Questions when prompted and click Save.
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Note: Provide test name or description in Order Name field. Order Detail B
(!] Refer o entire order ) Refer to individual test
Enter an Order Level Comment | wi Jiwen wicta | oo [ lﬂ"'—lm

Potassium Level [K]

1. With order selected, click Order Detail button.
2. Select Refer to entire order or Refer to individual test

General ‘ Result Notification | Multiple Tests | Standing Qrders

from top of Order Detail window. — A
3. On General tab, type comment into Comment field. U L
4. Click OK.

Source: I:l Specimen Volume: I:l
Authorization No: I:l Specimen Numner:l:l
EMRPTID] | EMR Order#: [ |
Referencel] |

Co N o=l w |

Manifest for Test Orders
A manifest is an optional feature that can be used for client record keeping or as a specimen log.

1. Click Test Orders and select Order Log.
2. Use dropdown menus across top of screen to select one or more filters.

|-4-"| wedica| Fle - Requisition ~ Commands ~  Help = Test Client Marshfield Labs ~
i « :
Navigate L n#0 DAEX RO BSE&= F@Td
L]
= Desktop (Al statuses ~v| I | |4l Patients ~ | All Providers ~ | All Performing Facilities | To Collect Today v)
i, Test Results —
4 % Tost Orders (BT | Standing | Unsigned Orders (] View related info on Requsitions/Standing
B Tost Orders Printed | Status / Date-Time | Requisition(s) | Patient | PatientID - Performing F4
N Sent R10000000489 TESTA, INTERSOFTA MIA, SFA 1000112 Marshfield Labs
[ order Log 111572021 04:19 CDT ORD 40 Y- 1171371967
- [#] Chart M Sent R10000000483 TESTA, INTERSOFTA MIA, SFA 1000112 Marshfield Labs

3. In toolbar, click Manifest orders ﬂ
4. Manifest for the test order window opens.

5. Click Sort/Date hyperlink.
a. Select sort order.
b. Enter collected date and time range.
c. Click OK.

6. Click GO button.

7. Click Print button to print manifest.
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¥4 Marshfield Labs’

Resources

4m Academy User Videos

Videos on a variety of topics are available in the 4m Academy.
1. From left navigation, select 4m Academy.
2. Select 4medica User Videos folder.

% 4medica - Door (Test Client Marshfield Labs - Med Tech Test) - Google Chrome

@ staging.dmedica.net/home/extjs4/desktop/index.html

E‘l‘e*(il: a Test Client Marshfield Labs -

Navigate | || Enter text to filter tree EIE! | | | Font family | ~|| Font size -

L] Desktop [21-1T Configurafion | | | ‘
!\ Test Results 2- Practice Connectivity

. 4 ] 4medica User Videos
4 = Test Orders

Mavigating 4medica Part 1

Navigating dmedica Part 1

Y 1. Log in
:=¢ Test Orders Mavigating 4medica Part 2; Finding Patients 2. Home page
[©) order Log =] Test Results 3. Navigation Bar
. [ Chart =] Test Orders, Placing an Order 4. Find Test Results
I; 5 Merging Duplicaie Pafients 5. Find Test ORders
il Phone Book =] Standing Orders, Test Panels and Groups
> 4 Messaging =] Order Log and Signing Orders

& Administrator =] Gommaon Lists

T =] Admistrator Module 3
=] Sefting a Red Alert Nofification Nawgate File Patient Commands Help Cruality Health Practice Casl

= Reports =] Changi J [ —p ———
=] ging the Password for a User = Last or ID -
Y Log Out 4rned|ca iNrw .(!s-r! ‘ &' Patient Chart
-t )

General | Details | Patient Categorses

Questions and Support
For questions or support, please call Customer Support at 800-222-5835.
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