QUICK START GUIDE
n

Secure-UNO £

e-Chart Assist for Doctors (Web-based Application)

Secure-UNO is an infuitive mobile charting solution designed exclusively for doctors to review schedules,
dictate and eSign reports and faxes. It is also offered as an iOS app on App Store. Secure-UNO is
infegrated with our other applications that include Secure-Dox (Chart Management and Patient
Engagement), SecureXFlow (Advanced Transcription with Workflow) and Secure-Fax (Online Faxing).

Note: This Quick Start Guide is for Secure-UNO (Web-based application). This application works on all

SmartPhones, PCs, Macs, IPads and tablets- with any browser.

Registration and Login

e Send an email to support@medofficepro.com or call our HelpDesk (866- [wwi== Cusim
510-1111 x11) and ask a Support Specialist to enable Secure-UNO. Allwe | © @ vessweslteon @ 0 2
need is the Physician name, email address and the center(s) where patients
are seen. Optional details would include the device(s) you plan to use
Secure-UNO.

e Watch for an email with instructions on activating/registering your new User Secure-UNO
ID from donotreply@medofficepro.com. This is a one-time process for
setfting up a password and authenticating your choice of device. B e

ey T ) ® We wuse a two-factor authentication e

¢ & owsecwesdien @ 021 process  for  befter  security  and  HIPAA

compliance, so a new provider is always

Secure)ﬂow prompted for an Activation Code to ensure her Forgit sshranaraaiiond
Rl A e device is authenticated. If you check the box
2 e indicating “I'trust this device....” And Submit, you
;M‘ ’ will not have to authenticate the device next L ® & &

fime you login. If you need help in getting set up, contact Help Desk.

T IEm—— ° Once you are set up, Log with your username (email) and Password
ek to start using Secure-UNO. If you forget Username or Password, choose

Forget Username/Password option o set up new credentidls.
Reserd Asencatoncote e . Same Secure-UNO credentials can be used for Smartphones and

ticistion code? Click here

PC/Mac. If you use Secure-UNO iOS app, same credentials will work as well.

< [A) i (n]

Key Functions: How to Dictate, Search and e-Sign

e Secure-UNO typically gets a feed from PM (Practice Management) software from the physician
office/center for PHIs so provider schedule stays updated in the application. It saves valuable
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provider time as attributes like Patient Name, DOS, DOB, etc. are already populated. Walk-ins, patients

can be added manually. Key activities that can be accomplished | veizn = a3 pM - B asnE)
in this view include: { & -unosecurexsoftcom C [] 29
e Review Unsigned Transcribed Reports: Number of reports not Secure-UNO .

signed (highlighted in the circle)
e Pending Dictations: Number of patients not dictated

Search Patient Chart by Patient Name or Date of Birth

. . . . $# Dashboar
(highlighted in the circle) i
e The screenshot below shows Secure-UNO experience when a ()
provider logs in using a PC or Mac. w’
Secure-UNO Search Patient Chart by Patient Name or Date of Birth Q Gocd Artermoon Michasl W°""‘ = o
Review Unsigned Transcribed Reports
% Dashboard
(2]
Pending Dictation
29 @ = -]
%S @ = @
=
Review Unsigned Pending Dictation Review Unsigned =
Transcribed Faxes & Documents
Reports Review Unsigned Faxes & Documents
< , @ i D

e Review Unsigned Faxes and Documents: This contains faxes or
documents forwarded to a Secure-UNO user by clinical staff for review or eSign (The feature is

more commonly used by surgery center staff)

How to Dictate: Simply click on the patient name, click on the mic icon and start dictating. No need to

enter any patient info. If you don't see the patient name, you can easily [weien= s P Cwave

2

Gdd |T { & -unosecurexsoftcom C []

e You can also click the New Dictation buttfon and dictate on  pemmes
patients not listed in the view. In other words, you dictafe for SEsEs : e
. . . . earch Patient Chart by Patient Name or Date of Birt
patients that are walk-ins or for some reason were not included in = ocm e
the pCIﬁenT schedule. DEMO - ABC Surgery Center
e To dictate, record and send dictations for [~ s =0 ‘ |
franscription is an intuitive process. M & @ osecurexsoftcom ¢ :

0(1) - |

DOS | 12/30/2f
ORI Carter DEMO - ABC Surgery Center BCompleted  @lgnore @NoShow [N
4 DAVID JOHNSON (8485)
BAVIDIGHISON (R385) Eirtn 05/06/1975 (45 yrs) (O selectall

Birth: 05/06/1975 (45 yrs)

Service: 12/29/2020 () ALANA ONDA (194750)

Work Type Priority TOS: 11:10
Default - No Date of Birth: 07/29/2010
Recording. Date of Service: 12/30/2020 &
00:00:08 CLOSEWINDOW.
£ Copyright 2019 | MedOfficePra, Inc | All Rights Reserved | Version
1.250
SAVE &SEND

e Use Priority feature (Yes/No) for STAT.
¢ The length of recording is visible on the screen. Provider can Stop or Pause a recording at any

time.
e Once arecording is done, provider has option to Save and Send the dictation or Cancel and

record a new one. For dictations sent successfully, user gets a validation too.
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¢ Review and edit Unsigned Transcribed Reports is most optimally done on a PC. SmartPhones
may be used for quick review and eSign.

PC/Mac View - Review Unsigned Transcribed Reports iPhone View

al Verizon & 3:33PM 74% @m)

[o} Good Afternoon Michael

& Review Unsigned Transcribed Reports@ AA ﬂ re'uno.securexsoft.com C)J

Patients for last 30 daysonly = SHOW ALL REPORTS i
Secure-UNO ‘ =
Q

‘w‘ ® View & Download & Print  # eSign Search Patient Chart by Patient Name or Date of Birth

O PATIENT NAME DATE OF SERVICE TYPE DATE RECEIVED { Review Unsigned Transcribed Reports @

()  JIMMYGILBERT (54152) 10/31/2015 Note 01/24/202103:13AM
‘O TEST PATIENTA4 () 11/20/2020 Note 01/24/202103:13 AM

Patients for last 30 days only SHOW ALL REPORTS

e Provider can select a report and View it and eSign it. Edit is
best recommended on a PC/Mac and eSign can be easily

Search Patient ‘

done on a SmartPhones. Reports with an Exception (missing SVl ek Donload G Erint 2 esten
word, typo, efc.) must be reviewed by Provider before | .. askiciowassa
signing. Date of Service: 12/29/2015

e Default view for Review Unsigned Transcribed Reports is for DS Lt

. . . Date Received: 01/23/202103:13 AM
Patients for last 30 days and Provider can click on Show All

rts t I . d + OA KRIS TAYLOR (24694)
reports to access all unsigned reports. A1
. . . . Type: Not
The look and feel of the document to edit and review is like e B iy
MICI"OSOfT Word. But user does not need Word to use this () & MICHELLE PANTIN (56234)
GppllCGTlon. Date of Service: 10/30/2015
Secure—UNo Search Patient Chart by Patient Name or Date of Birth Q GmaAnemm"Mi(haelwcnh' E Type: Office Note 1
i C
& Review Unsigned Transcribed Reports < U m
i=More Options  #Pesign  [FEdit  @Print  KDownload  @Close
CONSULT SU100033 01/23/2021 AA n re_uno-securexsoft.com C)J

+ TIMJ PAYNE

DU 122372017

MW 11w Secure-UNO ‘E
Q

Search Patient Chart by Patient Name or Date of Birth

HPL: The patient is in to see me today. He is a gentleman who | have not seenin quite some

inwith an old ks done 21 years ago. He states it does not hurt
himat all, but he has difficulty with strength in pulling up on his tractor and stepping up stairs.
He come in today for evaluation and treatment, really having no pain.

‘,( Review Unsigned Transcribed Reports @

DEMO - ABC Surgery Center v

Patients for last 30 daysonly SHOW ALL REPORTS

PE: On physical exam, he is a pleasant gentleman, in no acute distress. Alert and oriented x3.
Mood and affect are good. Answers questions appropriately. The knee hasrange of motion
from 0to 90 degrees. It is stable. 2+ pulse. Skin intact. Full range of motion of his hip.

RADIOGRAPHIC DATA: X-rays show a really well-done joint replacement. It does look
like the tibial base plate is loose. The alignment looks great.

{ Search Patient l
with some therapy programs to get his strength back and we will show him. I tried to get him
t0 go to therapy, but he will not do this. @ View & Download & Print & eSign

PLAN: 1am goingto recommend conservative treatment for him but we do want to treat him

OSeIectAlI
e User can Print, Download the report or eSign it with a few | trecords)signed successfully. View
clicks. eSign validation message shows how many reports are | 7o checkActivityoformore

. . . . TEST PATIENT4 ()
signed - i.e., reports can be signed in bulk as well. O A
Type: Note
Date Received: 01/24/202103:13 AM

Search Reports (O & PATTIFABRIZIO (54874)

There are two infuitive ways to Search. You can Search for Unsigned s fiBanose AR
Reports and by using Search at the top — Search Patient Chart by Type: Leer
Patient Name or Date of Birth (blue search window).(Screenshot on the < M M

following page)
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il Verizon @ 3553 PM mr | When choosing Search under Unsigned Reports window, as
you start typing the Patient Name and narrow the search,
A @ re-uno.securexsoftcom ¢ application will display those unsigned patient's reports
making search efficient and faster.

Secure-UNO ‘ = ]

e Search af the top is for all o erizon = si55PM 7o
Search Patient Chart by Patient Name or Date of Birth Q .

signed reports and documents. It »A @ re-uno.securexsoftcom ¢
ﬂ/: Review Unsigned Transcribed Reports@ SeGrCheS G“ Slgned ReporTS,

Forms and faxes related to the Secure-UNO

account and will also give User

(¢}

Patients for last 30 days only SHOW ALL REPORTS an op-hon TO dISp|Oy The repOI’T on
[ e ] her smart phone or PC/Mac. ANNE THIGPEN,
e Reports are available online JIMMY GILBERT, 04/03/1983
® View! ' & Downioad ! B Rrine . £Sigh for the agreed contracted term. SANDRA FARGO, 05/11/1975
WILLIAM GRANT, 02/11/1956
Type: Note Another feature that Users access i
Date Received: 01/24/202103:13 AM frequenﬂy is: v Done
(O & PATTIFABRIZIO (54874) ug Good Great
Date of Service: 12/29/2015 e Dashboard: It can be
Tops: Latter accessed by clicking three
Date Received: 01/23/202103:13 AM horizonTGl ”nes on fop rlghT Ond ”_
(O TEST PATIENT (13234) takes User to inifial login view that
Date of Service: 11/27/2020 has buttons to Review Unsigned
Type: Workers Comp . . .
Date Received: 01/18/202103:13 AM Reporfs' Pendlng DleOTlonS Ond

Review Unsigned Faxes and

I e i e

Documents.
ik &
< C aa o Clicking three horizontal lines also brings up User Profile
(drop down menu) that includes action buttons - User Profile, Change [cim =+ 213PM 2%

Password, Set eSignature, Set Timezone and Account

Settings(preferences for printing, etc.) and Manage Device. s @ re-uno.securexsoftcom ¢

Search Patient Chart by Patient Name or Date of Birth Q Good Afternoon Michael Worth ‘ =

¥ Dashboard
B Activity Log
& User Profile
& Help Guide
® Logout

g @ ‘EI

Review Unsigned Pending Dictation Review Unsigned
Transcribed Faxes & Documents ©Copyright 2021 | MedOfficePro, Inc | All Rights Reserved | Version
Reports 1.250
. .
PC/Mac view SmartPhone view

There are many other unique features in Secure-UNO that include setting up Personal Profile, Activity Logs
and much more. Feel free to reach us at 866-510-1111 ext. 11 or contact us at support@medofficepro.com
for questions or an Online Demo.
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