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Introduction
ShadowPrint is the automated printing feature of the Emdat Transcription platform.  When transcriptions reach a pre-defined trigger point in the InQuiry workflow, a ShadowPrint Rule can be triggered that will print the transcription to the client’s printer that is defined in the Rule.  An InQuiry user isn’t required to print the transcription.

For example, a hospital implements ShadowPrint under the following scenario.  The hospital has six document types which are a mixture of inpatient and outpatient reports.  They want them printed in various locations depending on these circumstances.

	
	
	When to Print

	Location Document Type
	Where to Print
	Delivered by MTSO
	Signed by Dictator
	Completed from Final Folder

	Inpatient
	
	
	
	

	Progress Notes
	Patient’s Floor
	X
	
	

	
	Medical Records – Printer 1 for chart
	
	X
	

	Consultation
	Patient’s Floor printer 
	X
	
	

	
	Medical Records– Printer 1 for chart
	
	X
	

	
	Dictator’s staff office
	
	X
	

	
	Medical Records – Printer 2 for mailing to Associate on transcription.
	
	X
	

	Pre-Op H&P
	Surgery Pre-Operative area
	X
	
	

	
	Medical Records – Printer 1 for chart
	
	X
	

	
	Clinic – Printer 2 for shadow chart.
	
	X
	

	Outpatient Clinic
	
	
	
	

	Initial Visit
	Medical Records – Printer 1 for chart
	
	X
	

	
	Clinic – Printer 1 for mailing to Associate on transcription.
	
	
	X

	
	Clinic – Printer 2 for shadow chart.
	
	X
	

	Follow-up Visit
	Medical records – Printer 1 for chart
	
	X
	

	
	Clinic – Printer 2 for shadow chart.
	
	X
	

	Letter
	Dictator’s staff office
	
	
	X


ShadowPrint can handle all of these requirements.

The purpose of this User’s Guide is to review the proper setup of ShadowPrint using the above examples.  It will cover:

· Defining, installing, and configuring the ShadowPrint Service; the Emdat software to be installed on the client’s PC or Server (“workstation”) that retrieves transcriptions from the Emdat Server and prints them.

· Configuring the Rules that defined what to print, where to print, and on what printer to print.

· Managing ShadowPrint; the tools that are available in InQuiry to monitor printing, determine if problems exists, and resolve them.

· Some advance options that may be utilized in special circumstances.

Setup Overview

ShadowPrint setup is straight forward and requires five basic steps.

1. Create one or more “Service” accounts.  

The Service account is an ID and password that the ShadowPrint Service, which runs on the client’s workstation, will use to log into the Emdat ShadowPrint servers.

2. Install the ShadowPrint Service application on the client’s workstation.  

This involves downloading ShadowPrint and installing on the client’s workstation.

Configuring ShadowPrint with the ID and password to identify the service.  

Selecting which of the printers already installed on the workstation will be used for ShadowPrint.  The printers should already be installed on the client’s workstation, but new printers can always be added.  

3. Configure Printer Options for the Service.

4. Create the Rule as to what, when, and where to print.

5. Manage the Print Jobs.
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1. Accessing ShadowPrint Menus 

ShadowPrint is automatically available to existing and new clients.  It can be accessed from either InCommand or InQuiry, with the proper setup.  Setting up ShadowPrint doesn’t require any special setup from Emdat. 

1.1 InCommand Setup to access ShadowPrint
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For the InCommand user to set up and modify ShadowPrint Services and Rules, they will need Security access to the Client Maintenance Tab.  

This is accomplished in the Maintenance Tab.  Select the Transcriptionist sub-tab; select the user and then the Edit <User> command.

Turn on Client Maintenance Tab under the InCommand Security Roles section.

This security role also gives the InCommand user access to the InQuiry tab, which allows them to sign into InQuiry (from InCommand) as any user under that Client.  We recommend that an “MTSO Administration” InQuiry user be setup with Access to ShadowPrint Management turned on in their user setup (next section).  

This way, when the InCommand user signs into InQuiry, they can also access the ShadowPrint tab to view and manage the status of print jobs.

1.2 InQuiry Setup to access ShadowPrint

There are two levels of ShadowPrint access for the InQuiry user.  
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The first is access to the ShadowPrint tab which allows the InQuiry user to see the status of ShadowPrint print jobs.  This is appropriate for staff members who will be processing the printed output.  It allows them to see if any print jobs haven’t been printed and the reason for the failure.

In the InQuiry user setup, turn ON Maintenance – ShadowPrint under the Access Rights section.
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The second level of access is for the IT person who will be creating the ShadowPrint Services and Rules.  This provides the same level of access as to an InCommand User.  With this option, your client can manage all aspects of configuring and managing ShadowPrint.  

This option gives the InQuiry user a Maintenance command on their InQuiry home page, that when clicked, links them to client maintenance where they can access ShadowPrint setup windows.

This is the same Client Maintenance area as for InCommand users.  With only Maintenance – ShadowPrint selected, they are limited to only the ShadowPrint configuration area.

1.3 Client Maintenance 
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Configuring ShadowPrint is done in the Client Maintenance Tab.  This is available to either an InCommand or InQuiry user with the proper security roles.  

Select the Advanced Maintenance sub-tab, hover over the ShadowPrint item from the drop-down menu.  It will bring up the three ShadowPrint selection items.  
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The Workflow selection links you to the ShadowPrint Workflow sub-tab, which shows a picture of the five steps to configure ShadowPrint.   You can jump to each step by clicking on the picture.

Or you can select the Services or Rules options.  

· The Services option is where you Create Printer Services and Configure Printer Options.

The Rules option is where you Configure Rules.

2. Basic Configuration

2.1 Create Printer Services
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Navigate to the ShadowPrint Workflow diagram (described in Section 1 above) and click the Create Print Service icon.    

Or select the Advanced Maintenance sub-tab (in Client Maintenance Tab), hover over ShadowPrint and clicked on the Services command in the pop-up menu. 
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Click the Add New Service command.  

 Enter the Service Configuration information in the window on the right.

· Service Name – this is a short name (50 characters max) for the Service running on the client’s workstation.  It is used to identify the Service in various places in the ShadowPrint setup.  Please use descriptive names to make identification easier, such as:

	· Dr. Smith’s Office
	· HIM – Associate Letter (tray 2)

	· Pediatric Clinic
	· Surgery Pre-Op area.

	· HIM – Chart Copies (tray 1)
	· Inpatient 2E  (or Inpatient Floor 2, East Wing)


· Service Description – This provides 500 characters in which to better describe the service.  This is a good place for IT to keep notes about this setup for future reference.

· Service Active – Will be on by default.  We never deleted Printer Services; only de-activate them when they are no longer needed. 

· Login – Create a unique login ID for the ShadowPrint Service to be running at the client’s site.  It can be as simple as SP1, SP2, etc.  The system will not allow you to use a Service Login that already exists.

· Password – Create a password to be used with this login ID.

· Notification E-Mail – enter an email address for the IT staff who will handle printer problems.  Multiple email addresses can be entered by separating them with a semi-colon (“;”) character.  An email will be sent when ShadowPrint detects problems with the printer or Service.

· Click the Save button.
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The Service just defined now shows up in the ShadowPrint Services box.  Displayed are the Service Name and the Service Login ID.

You also now have some new commands.

Edit <Service Name> - Allows you to update the information about the defined Service.

View Rules on <Service Name> - Jumps to the Rules area and shows any Rules that are set up that utilize this Service.  

2.2 Install and Configure Printer Service at Client

With the Service defined, we need to download the ShadowPrint application and install it on the client’s PC.  
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From the ShadowPrint Workflow screen, click on the Download & Install Printer Services icon.  This links you to the Emdat Software site with the ShadowPrint window already selected.

Or use Internet Explorer to go to www.emdat.com/software.  Click on the ShadowPrint link on the left.
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Click on the ShadowPrint 1.0.0 link to start the download.
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At the File Download window, select the Run button.
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ShadowPrint will now download.
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When the software has been downloaded, click the Run button.
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At the Welcome screen, click the Next> button. 
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Read and accept the End User License Agreement.  Click the I Agree button.
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Choose where to install the software.  We recommend you accept the default path.  Click the Next> button.
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Select Start Menu Icons.  This puts a Emdat > ShadowPrint menu under the Windows Start menu.  Click the Next> button.
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At Configure Service Credentials, we recommend that ShadowPrint be installed under the Network Service account on the PC.  Click the Install button.

It can be installed under a user account, but that may limit what printers can be used.
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At the Completing . . . window, check the Run ShadowPrint Configuration Utility.  Click the Finish button.

At the Configuration window, enter the Service Login ID, Password, and Client (Section 2.1).  Click the Login button.[image: image38.png]



It will take a few second for the ShadowPrint Service to connect to the Server and authenticate.
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After ShadowPrint  Service has authenticated, click the Start button under the ShadowPrint Service area (middle) section.

It will again take a few seconds for ShadowPrint Services to start.

After the Service has started, select the printers that will be used from the Printer Selection box.  This lists all the printers that are installed on this particular machine and known to MS Windows.

* Important * - Only pick real printers.  ShadowPrint does not work with virtual printers such as utilities to create .PDF files or Microsoft XPS documents.

Click the OK button, or the Apply, then the OK button.

The ShadowPrint Service is now installed and configured on the PC or Server.

You can now close this window.  ShadowPrint Service is running as a service on the workstation.  It does not put an icon in the system try.

2.3 Configure Printer Options
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To Configure Printer Options, click the Configure Printer Options icon from the ShadowPrint Workflow screen.  

Or select the Advanced Maintenance sub-tab (in Client Maintenance Tab), hover over ShadowPrint and clicked on the Services command in the pop-up menu.
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	We are back in the ShadowPrint Services screen.  Please note the options that are now available.

· Edit <Service> - to change ID, PW, or release the client’s PC to use Service on another PC.

· View Rules on <Service> - links to the rules defined for the Service.

When the ShadowPrint Service authenticated with the Emdat Servers, it sent a list of printers defined on the PC to the Server.

· Select the ShadowPrint Service in the top box.  

· Select the printer to configure in the bottom box and click Edit Print Setup command.

The options for that printer appear on the right side of the window.
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Use the Printer Name field to ‘rename’ the printer.  Using descriptive names will make it easier to manage.
The Schedule defines when this printer can be used.

The default is 24 hours per day, every day of the week as in the Wednesday setting.

To turn off printing for the day, uncheck the box in front of the day, such as in the Sunday setting.  The options underneath that day are then hidden.

To limit printing for any day, enter the start and end times, including AM and PM as part of the time.

The Spool Limit is the maximum number of transcriptions that the Service is allowed to download from the Server and ‘spool’ to the printer.  Spooling means the Service sends the transcription to the Microsoft Operating System to print.  The operating system temporarily stores the files before sending to the printer, and the printer may have memory to temporarily store the file while another job is printing.  

· If transcriptions are not being printed after they have been spooled, or partially printed, reduce the Spool Limit.

Continue printing queued transcriptions after End time – this determines what happens if the transcription is triggered (“queued”) to print just before the end of the allowable printer schedule.  Turn on to allow these few transcriptions to print past the end time.  Otherwise, they will print during the next scheduled printer time.  
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Click the Save button to save your Service/Printer Configuration.

2.4 Configure Rules

Rules define the ‘what’ to print (document type, location, user ), ‘where’ to print (the Service and Printer) and ‘when’ to print (what folder it is completed from).

To Configure Rules, click the Configure Rules icon from the ShadowPrint Workflow screen. [image: image44.png]Maintenance - Client Defaults
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Or select the Advanced Maintenance sub-tab (in Client Maintenance Tab), hover over ShadowPrint and clicked on the Rules command in the pop-up menu.
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	Please note the options on this window.

· Show Rules for Service – this allows you to filter the Rules to those that utilize a specific Service.

· By default, all the Rules are shown.

· Note our list is blank as we haven’t defined any Rules yet.

· Show ShadowPrint Workflow – Will link you back to the ShadowPrint Workflow sub-tab that shows the workflow graphic.

Click the Add New Rule command.


A. Dr. Smith’s Letters – a simple setup

The heart of ShadowPrint lies in the Rules.  For our example of printing Dr. Smith’s ‘Letters’ in his office:
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Where to Print

The Rule ID is assigned when the Rule is saved.

Enter a Rule Name.  Make it meaningful.  It will allow you to more easily manage the system later.

Active – uncheck when it’s no longer needed.

In Printer Selection, click on the plus button to the left of the Service Name; in our case, “Dr. Smith’s Office”.  

· Select the printer to be used for printing.

· Note, you can print to more than one printer in a given rule.  You can also print to multiple printers defined in different Services.
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Priority – Transcriptions queued with a higher priority are printed first.  

Number of Copies to print.

Print Type -   This provides the ability to have different headers and footers for different purpose.  It must be coordinated with print templates to create the three unique header and footers.

· Standard – for filing in the chart.

· Clinical – the physician copy or filing in the Clinic’s Shadow Chart.

Associate – for mailing to associates.
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When to print

Reprint After Edit – when turned ON, any transcription that has already printed due to a ShadowPrint Rule will automatically reprint if it is edited.

Folders Triggered – when completed from this Folder in InQuiry, the transcription is triggered to print.  

· Undelivered means at time of delivery.  

· Any folder that is enabled for the client will be listed here.

· Can select multiple folders for a trigger.

What to Print – Document Types
All Document Types – this truly means all document types.  Any document types added in the future will already be covered by this option.

Document Types Triggered - lists the active document types for the client.

In our Dr. Smith’s Letters example, uncheck the All Document Types and check “Letter”.

What to Print - Locations
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Based on – Every transcription has a location.  It comes from, in order of process.

· Dictating Clinician Default Location (in the dictator’s setup)

· Client Default Location (in the Client Default setup) – if the user’s setting in not complete.

· InTouch – if InTouch is set up to ask for location and the dictator enters a valid location.

· The Patient Appointment table – if Emdat receives an appointment schedule AND the appointment locations are mapped into locations defined in the client setup.

For our Dr. Smith’s Letters example, we will select the Transcription option and the Pediatric Clinic location.  When Dr. Smith dictates a letter, the location on the transcription should be “Pediatric Clinic”.   Therefore, our location trigger is based on when the document type is “Pediatric Clinic”.

What to Print – Dictators
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Based on – whether the user is the Dictating User or the Authenticating User.

· Authenticating users are used in teaching hospitals with Residents and Attendings.

All Users – Again, the really means all users.  Any new user added to the system is already in this group.

User Groups – The trigger can be based on the users who are members of a user group.

· The User Group is assigned to a dictator in their User setup.

User – This allows you to select specific users, or to override the users selected from the User Group selection.

For our Dr. Smith’s Letters example, we will select:

· Based on = Dictating User.

· Turn off All Users.

· Not select any User Group.

· Select Todd Smith from the list of Users.
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Click the Save button to save your Rule for Dr. Smith’s Letters.

B. Pediatric Clinic Notes– Where location comes from

We’ve explored the setup for Dr. Smith Letters.  He also dictates three additional notes in the clinic:

·  Pre-Op H&P – chart type note.

· Print in Pre-Op area as soon delivered by MTSO.

· Print on Pediatric Clinic Printer 2 for clinic’s shadow chart.

· Initial Visit – always a letter addressed to the referring physician (Primary Associate).

· Print on Pediatric Clinic Printer 1 to mail to Associate.

· Print on Pediatric Clinic Printer 2 for clinic’s shadow chart.

· Print on Medical Record’s Printer 1 for chart.

· Follow-up Visit – chart type note.

· Print on Pediatric Clinic Printer 2 for clinic’s shadow chart.

· Print on Medical Record’s Printer 1 for chart.

For these three notes, we need to make sure that the location on the transcription is “Pediatric Clinic”.  

When a dictation comes into InScribe to be typed, the location is typically already defined.  The MT has the option to change it (as well as an InQuiry user); but let’s explore where location comes from when it arrives for typing in InScribe.
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The location initially comes from the Dictating Clinician Default Location field in the user setup; under the Dictating Clinician Options.
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If it’s not defined there, it comes from the Default Location field in the Client Defaults setup; under the Non-Workflow Settings.
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For InTouch dictation, the Dictation Emulation can be set up to ask for a location.  The dictator enters a number to select the location.  This number is assigned to a specific location in Location setup in the Dictation Location ID field; under the Import/Export Information section.
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The location can also come from the Appointment Record selected by the MT.  For this organization, we are going to assume that we receive a Patient Appointment feed that includes a code for the location.  The type of feed doesn’t matter; it can be an HL7 interface or a daily file upload.  The location code is mapped in the Location setup under the Import/Export Information section.

During the client setup, we learned that the Patient Appointment feed contains four codes that represent appointments into what is considered the Pediatric Clinic.  The first code is entered in the Client Location Code field.  The remaining codes are entered into the Client Location-Code Mapping field.
When the MT receives the dictation and selects the proper appointment record, the mapped Location from the appointment is copied to the Location field in the transcription.  When Dr. Smith dictates these three document types, the MT selects the proper appointment and the transcriptions now have the location of “Pediatric Clinic”.

Set up Pediatric Clinic ShadowPrint Service
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Create a new service for Pediatric Clinics.

Install the ShadowPrint service on a PC in the Clinic.
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Configure the Printer on the Service, including when this printer is used to print.

(In our example, there are two printers to configure for the Clinic.)

Create the Rule

Create a new Rule for the three document types specific to the Pediatric Clinic location.  Since different notes will be printing on different printers, we need to create two rules.

We want all three clinic notes to print on the Pediatric Printer # 2 when signed by the Dictator.  To do so, 

· Select the Create Rule icon form the ShadowPrint Workflow screen.

· Click Add New Rule.

· Enter a Rule Name in the Rule Information Section.  For example “Pediatric Clinic Notes”.

· Assign the rule to a printer in the Printer Selection.  Open the Printer Selection.  Find the appropriate Service (e.g. “Pediatric Clinic”) and click the plus button to show all the printers on that Service.  Click the check-box for the correct printer (e.g. Peds – Printer 2).

· In the Options Section, set the Priority (e.g. 5 Normal), Number of Copies (1), and Print Type.

Print Type allows us to create an output with three different Headers and Footers, based on how the printed output would be used at the client:

Standard – appropriate for the original copy.  

Clinician – appropriate for shadow chart copies or physician copies.

Associate – appropriate for mailing to outside Associates.

These three unique headers and footers are actually part of the Print Template and need to be requested during the Print Template build process in order to be used.  The “Standard” is what InQuiry users see when they view or print the transcription.  The Clinician and Associate Headers and Footers need to be designed and specifically requested.

In our example, we have previously asked that Print Templates create a Clinician Print Type where the Header (Page 1 and page 2) is the same as the Standard Print Type, but the Page 1 Footer will have:

Physician: <Dictator>
Shadow Chart Copy
Page 1 of x

· In the Triggers section, leave Reprint After Edit off, and select Preliminary for the Folders Triggered.
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 In the Document Types section:

· Turn off All Document Types.  

· In the list of Document Types Triggered, select:

· FollowUp

· H&P

· Initial.
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 In the Locations section:

· Based on = Transcription

· All Locations = Off

· Location Groups – none selected.

· Location, select:

· Pediatric Clinic

The selection of the Pediatric Clinic is important in that any notes from other clinics won’t be printed here in Pediatrics.
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In the Users Section:
· Based on = Dictating User
Note: If this clinic has Resident dictators with Attendings as Additional Authenticators, then the selection should be Authenticating User.

· All Users = Off

· User Group = Peds Dictators
This way, only dictators who are associated with the Peds Dictator User Group will have their transcriptions printed here.  

With the User Group selected, we don’t need to select specific dictators, although that feature can be used to more narrowly define which dictators get printed according to this print rule.
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 For example, Drs. Smith and Paige are members of the Peds Dictator User Group.  With that user group selected, these two dictators are automatically selected for printing.  If we didn’t want to print Dr. Paige’s notes from this rule, we could override the User Groups setting by clicking in the Override box for Dr. Paige until it enters on “X”, or overrides that setting.

C. Print on the Floor – Use of the Patient Location.

Progress Notes are dictated daily.  It is important to get the note into the 3-ring binder in the patient’s room as soon as the note is delivered by the MTSO.  Therefore, each wing in the inpatient wards have their own printer.  

Location Mapping for Inpatient

Within the InCommand client setup, unique Locations have been created for each wing of each floor of the inpatient wards.  For our example, we have named them “3 West”, “3 East”, etc.

As Emdat receives the clients Patient Appointment message, there is a field that identifies the patient’s location.  In an HL7 interface message, this is the PV1-3 field (Patient Visit segment, Assigned Patient Location field) and typically takes the form of “service^room^bed”; for example, “3E^321^A”.  When processing the message, Emdat parses out the “service” and maps it to the Client Location which is stored in the Appointment Table.  That way, when the MT selects the appointment while typing the dictation, the location is copied into the transcription.

In our example, we will map the hospital service “3E” (3rd Floor East Internal Medicine) and “3HTU” (3rd floor Heart Transplant) into the Client Location “3 East” in the Emdat Location setup.
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In the Location setup, under the Import/Export Information section:

· Enter the first service code into the Client Location Code field.

· Enter the remaining service codes into the Client Location-Code Mapping field and click the Add command.
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Note 1: We could have mapped the entire “service^room^bed” code into an Emdat Location.  This gives a finer degree of control but requires more entries.
Note 2: If the client requires a “service” field to be returned with the transcription, the Client Location Code is used.  Therefore, the choice of what to enter into that field is dependent on the client’s requirements.

Note 3: Entering several hundred “service” codes into the Location setup can be tedious and prone to errors.  If you create a Help Desk ticket with an attached file that defines your mappings, Emdat can import these into the database.
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If the Locations are already built, the file needs to include the Location ID column.

· Otherwise, the import will create the Locations.

ShadowPrint Setup for Printing on Floors

The setup follows the same procedure as we have seen before.

1. Create the ShadowPrint Service Account.

Note, in a hospital environment, one workstation (server or PC) may be used for several printers on several floors and wings.  Therefore, only one Service account would be required.

2. Download and Install ShadowPrint Service to the hospital’s PC or server that has the printer’s defined on it.

3. Configure Printer Options for the Service.

As a hospital floor is a 24 hour per day operation, we most likely don’t need to change the default settings here to limit the time when notes can print.

4. Create the Rule as to what and when to print.

To Configure Rules, click the Configure Rules icon from the ShadowPrint Workflow screen. [image: image65.png]ShadowPrint Rules

Wedical Records ~ For Chart
Pediatric Clinic Notes
Pre-Operative H&P.

Show Rules for Service Al Services -




Or select the Advanced Maintenance sub-tab (in Client Maintenance Tab), hover over ShadowPrint and clicked on the Rules command in the pop-up menu.

Enter the Rule Name “3E Progress Notes”.

In the Print Selection section, find the ShadowPrint Service and expand it by clicking the Plus button and select the printer to use.

In the Options section, set Priority, Number of Copies and Print Type.
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In the Triggers section:

· Leave Reprint After Edit off.

· Select “Undelivered” in the Folders Triggered field.
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In the Document Types section:

· Uncheck the All Document Types check-box.

· Select “ProgNote” in the Document Types Triggered field.
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In the Locations section:

· Change Based on to Patient.  When the transcription is triggered to print, the ShadowPrint system will look up the patient’s most recent location based on the Appointment records Emdat receives and print it there.

· Uncheck the All Location check-box, expand the Location list by click the Plus button and select “3 East”.
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In the Users section:

· Select the appropriate Based on selection:

· Dictating User, or

· Authenticating User

· Leave the All Users field check-box turned on. 
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Click the Save button to save your “3E Progress Notes” Rule for printing progress notes.

Printing the H&P when Delivered

The setup for printing the H&P document type in the Pre-Op Surgery area is similar.  The only changes in setting up the “H&P in Pre-Op” rule are:

· Printer Selection - Select the appropriate Service and Printer.

· Triggers - select the “Undelivered”.

· Document Types - select the “H&P” document type only.

· Location - select the All Locations check-box.  Here, we don’t care where the patient was seen (such as in the clinic) or whether the patient was last assigned to an inpatient bed, we want all H&Ps to immediately print in the Pre-Op Surgery area.

The major assumption in our example is that our H&P document type is only used for surgeries.  If H&P is used for surgeries and clinics, we could limit what prints in Pre-Op Surgery by limiting it to:

· Location Groups or specific locations that define the patient is going to surgery, or

· Specific User Groups (for example Pediatric Surgery) or specific Users that do the same.

A better solution would be to create an OP-H&P (Outpatient H&P) and a Pre-H&P (Pre-Operative H&P) and only print the Pre-H&P in Pre-Op Surgery.  
D. Medical Records Printing – Printing Everything.

Medical Records receives five of the six document types when authenticated by the dictator (or Additional Authenticator in the case of Resident dictation and Attending authentication) for inclusion in the Chart.  (We are of course assuming the hospital doesn’t receive an electronic feed of the authenticated transcription for posting into the EMR.)

The setup follows the same procedure as we have seen before.

1. Create the ShadowPrint Service Account.

2. Download and Install ShadowPrint Service to Medical records workstation (PC or server) that has the printer’s defined on it.

3. Configure Printer Options for the Service.

As the majority of the Medical Record staff work 7:00 am to 6:00 pm Monday through Friday and 8:00 am to 4:00 pm Saturday and Sunday, it may be appropriate the limit printing to when staff is available.  

4. Create the Rule as to what and when to print.

To Configure Rules, click the Configure Rules icon from the ShadowPrint Workflow screen. [image: image71.png]‘ShadowPrint Service/Printer: [SP Server - Medical Records - For Chart[~
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Or select the Advanced Maintenance sub-tab (in Client Maintenance Tab), hover over ShadowPrint and clicked on the Rules command in the pop-up menu.

Enter the Rule Name “Medical Records - For Chart”.

In the Print Selection section, find the ShadowPrint Service and expand it by clicking the Plus button and select the printer to use.

In the Options section, set Priority, Number of Copies and Print Type.

· Most likely, the Print Type will be the Standard.

In the Triggers section:

· Turn the Reprint After Edit on.  

· Should the transcription be changed for any reason, Medical Records wants the most up to date version.

· Select “Preliminary” in the Folders Triggered field.

In the Document Types section - turn off (un-check) the All Document Types and select the specific 5 doucent types.

In the Locations section:

· Select Transcription for the Based on value.

· Select the All Locations option.

In the Users section:

· Select the appropriate Based On value.

· Select the All Users check-box.
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Click the Save button to save your “Medical Records - For Chart” Rule.

Notes:

It’s been assumed that Medical Records files all transcriptions in the paper chart.  In some medical organizations, Medical Records only files the Inpatient notes, while the Clinics file clinic notes.  In this case, the Medical Records - For Chart rule would be modified as follows.
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Document Types section - select only the inpatient document types.

· Locations Section - select the inpatient locations.

In our example, all inpatient locations are defined in the “Inpatient” location group, which makes management of the system easier.  If a new location is added, the “Inpatient” Location Group only needs to be modified.  Once modified, this new location is included in all ShadowPrint Rules that have the “Inpatient” Location Group selected.

E. Emdat Implementations
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ShadowPrint is a very powerful tool with many options.  Proper setup requires lots of data and knowledge of the organization that will be using it.

If you need help is designing the setup of ShadowPrint at a client, please call Emdat at 608-270-6400, extension 0 and ask to be connected with the Implementation’s Department.

3. Managing Print Jobs

Once ShadowPrint is configured, managing it is done from the ShadowPrint tab in InQuiry.  
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For an InQuiry user to see the ShadowPrint tab, the Maintenance – ShadowPrint option under the Access Rights section of their user setup must be turned on.

Please note, access to this tab allows the InQuiry user to see the ShadowPrint status of every transcription for every Location.  Therefore this is only appropriate for staff members who will be problem solving printing issues or who need to research the history of printing.  
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When an InQuiry user enters the ShadowPrint tab, they are presented with three sub-tab:

· Service Status (default) - this presents an overview organized by Service, then Printers set up on the Service.

· Rule Status - presents an overview organized by the Rules, then the printers that are used by the Rule.

· Transcriptions - Provides detail information about the status of a print job.

3.1 Service Status sub-tab
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· To the right of the Service name is a Pause Printing command.  If you click it, any Queued Jobs will not be retrieved for printing, although any Spooled Jobs will continue to print until the spool is empty.  (More about these statuses described in the Transcription sub-tab.)

· When Pause Printing is clicked, the command changes to a Resume Printing command that, when clicked, will start retrieving Queued Jobs to be printed.  

· To the right of this command is the status of the Service, in our example “Running”.

· The only other status for the Service is “Not Running”.

· Again to the right is the status of printing on the Service; in our example “Printing”.

· Other statuses are “Not Printing”.

· On the far right is the summary of jobs 

· # Queued - Queued jobs have been triggered to print but haven’t yet been retrieved by the Service to be printed.

· # Spooled - These print jobs have been retrieved by the Service and “spooled” for printing, which means they have been sent to the Operating System of the server to be printed.  As almost all applications today, ShadowPrint doesn’t access the printer directly, it accesses the operating system which in turn manages the printing.

· Last Printed - The data and time when the last job was Spooled to a printer.  

Note that the Service name, # Queued, and # Spooled are in blue text.

· The Service Name (“SP Server (SP1)” in our example_) is actually a command that links us to the Transcription sub-tab with Status selected of Failed, Queued, and Spooled, and the Service Name selected in the Search area. 

· The # Queued value (at the far right) links us to the Transcription sub-tab with Status selected of Queued and Service Name selected in the Search Area.

· The # Spooled value (at the far right) links us to the Transcription sub-tab with Status selected of Spooled and Service Name selected in the Search Area.

In this window, click on the down-arrow button [image: image4.png]


 to the left of the Service name.  This “opens” information about the Service; Details and Printers.  

Click on the [image: image5.png]


to the left of Details opens that section which provides basic information about the Service, including the Description you entered when creating the Service, information about what machine it is running on, and who receives emails when certain issues occur.
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· Note: After you click on the [image: image7.png]


 button to “open” a section, it changes to [image: image8.png]


.  When clicked, this button “closes” the section.

Open the Printer section (i.e. click on the [image: image9.png]


button to the left of Printers) to see all the printers  

Each printer has a:

·  Detail section - that when opened will provide the basic information on the printer.

· Rules section - that when opened will list every Rule that uses this printer on this Service.  Opening the specific Rule shows basic Rule configuration.

Only the basic information for the Printer and Rules are shown for problem solving.  
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On the line with the Printer Name:

· The Printer Name is a link to the Transcription sub-tab with Status of Failed, Queued, Spooled already selected, this Service and Printer selected, and any Rule that uses this Service / Printer combination. 

· To the right of the Printer Name is the printer status; either “Offline” or “Online”.

· On the far right is the number of Queued and Spooled transcriptions along with the last date/time a transcription was printed on this Service / Printer.

· The number Queued and Spooled are also links to the Transcription sub-tab with the Status selected of Queued or Spooled respectively and this Service / Printer selected in the Search area.

On the Rule name line, the Rule Name, number Queued, and number Spooled are also links to the Transcription sub-tab with appropriate Search criteria already selected.

The purpose of the Service sub-tab is to provide a high level overview of the status of print jobs from the organization of starting with the Service names.  

· When entered, a quick overview of the Service Status and the number of Queued and Spooled jobs can determine if any problems exists.

· If something seems out of order for a Service, the Printer section for that Service can be opened and again the Printer Status and number of Queued and Spooled jobs can quickly be review.

· And again, if something is out of order with a Printer, the Rules section can be opened to get a quick overview of the number of Queued and Spooled jobs for each defined Rule that uses that Service/Printer.

This drill-down problem solving provides a quick way to determine the root of problems.

3.2 [image: image77.png]


Rule Status sub-tab

The functions in the Rule Status sub-tab are the same as in the Service Status sub-tab.  The only difference is this is organized by Rule.  Under each rule are summary details of the Rule and which Printers are used by the Rule.

Clicking on the Rule Name, Printer Name, number Queued or Spool will link us to the Transcription sub-tab with the appropriate information pre-entered into the Search criteria area.

3.3 Transcriptions sub-tab

Once Services and Rules are set up, the ShadowPrint system runs unattended.  However, problems can occur; a printer runs out of paper or is turned off, or the PC running the ShadowPrint Service is turn off over the weekend.  The Transcriptions Tab is where we will look for details on identifying errors.

A. Looking for Failed Print Jobs
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When you click on the Transcription Tab, the Search area defaults to look for “Failed” Status, across “All” Service/ Printers, and “All” Rules.  
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By clicking the Search button (or hitting the Enter key), the system searches for all Print Jobs that have Failed.

Clicking on the icon in the View column brings up details about the:

· Print Job Status

· Transcription - TID, patient information, Clinician, Document Type.

· Transcription Activity - a ShadowPrint history off all print jobs for this transcription.  
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The activity includes all print jobs associated with this TID.  In our example, we see that:

Print Job 430 successfully printed (blue outline) from Rule: Pediatric Clinic Notes.

Print Job 431 Failed to print (red outline) from Rule: Medical Records - For Chart.

B. Actions for Failed Jobs:

One of the immediate actions is to send this print job to another printer.  
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While in this window, select a new printer from the ShadowPrint Service/Printer drop-down box.
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Change the Priority to force this to print before other queued print jobs.
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Click the Save button.  

And click the OK button on the warning message. 
The print job has now been queued to another printer.
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If we look at the status again, we see that the Print Job has been Cancelled; But only the old Print Job. 
By using the Transcription Tab to look up the TID, we see that the old print job was canceled but a new print job has been created and is Queued to print at the newly selected printer.

For single TID’s this method of re-queuing to a different Service/Printer works fine.  For large number of Print Jobs, this would be cumbersome.  We can however send large number of print jobs of to a different Service/Printer right from the Transcription Tab result screen.

On the left side of the results, select individual transcription by using the check-box.  Or use the select all button [image: image11.png]


 to select all the Print Jobs.  (Just make sure you have selected the appropriate Print Jobs using the search criteria.)

On the right side, click the Modify Selected Print Jobs button.

When the Window pops up:

Change the Service/Printer.

Change the Priority to print these before other Queued Print Jobs on this Service/Printer.

Click the OK button.

All the selected Print Jobs are “Canceled” from their current assigned Service/Printer and are now “Queued” to their newly assigned Service/Printer.

· Note:  You can actually selected Jobs that have previously printed and re-queue them to print on the same of different printer by using this procedure.

The Cancel Selected Print Jobs button, will cancel any Print Job that is selected.  Care must be taken in that this button does not re-queue Print Jobs to another printer.

C. Other Trouble Shooting Tips

Click on the Service Status Tab, open the Service, and open the Printers.  Review the number queued and spooled and the date of the Last Printed job.
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· Check the Service Status - It will show Running or Not Running.

· Check the Printer Status - It will show Online or Offline.

· Check for high numbers of queued and spool along with a Last Printed date/time that is old.  This indicates the printer is not able to print.

D. Print Job Status

Any ShadowPrint Print Job has one of six statuses.

· Pending - the transcription satisfies a Rule, but hasn’t reached the trigger point for the rule. 

· Queued - the transcription has gone past the trigger point for a Rule.  It is waiting for the ShadowPrint Service to retrieve the Print Job to spool to the printer.

· Spooled - the ShadowPrint Service has retrieved a Print Job and has sent it to the Server Operating System to be printed.

· Printed - The workstation’s Operating System has reported back to the ShadowPrint Service that it has accepted the Print Job for printing.

· Failed - The Print Job has failed to print as reported by the workstation’s Operating System.  

ShadowPrint will automatically re-queue this job for printing in five minutes.  If it fails again, it will be re-queued to print in 10 minutes.  This queuing for future printing doubles at each re-queue, until the timer reaches 2 hours.

When the job is re-queued, the status is left as Failed.  In essence, Failed is essentially the same as a Queued status, but with future printing.

· Canceled - The Print Job has been Canceled by a User action.  The system cannot change the status to Canceled by itself.
Permanent Status - Printed and Canceled are considered to be permanent statuses.  There is no future state for the Print Job once it reaches either Printed or Canceled.

· Permanent Statuses records are maintained in the Transcription Tab for only 90 days.  However, both of these permanent states are maintained in the transcriptions Activity Log forever.

Temporary Statuses - Pending, Queued, Printed, and Failed are temporary states.  They are expected to be changed in the near future.  

· Print Jobs with these states are maintained in the Transcription Tab forever but are expected to evolve to a Permanent state in a short period of time.

· Once they evolve into a permanent state, these statuses for the Print Job disappear.

E. Other Transcription Tab uses

While the focus of the Transcription Tab is to find and manage Failed Print Jobs, it can have other uses.  For example:

· Select Pending Status, and Clinician to see what transcriptions need to be signed by the dictator.  (This assumes the Rule trigger is based on completion from the Preliminary Folder).

· Select Printed Status, Clinician, and Date Range to find what has printed in the recent past.  Use the Modify Selected Print Jobs button to re-queue these for a second copy.

· Look up by TID to find out the status of the Print Job.  If it has been Canceled, see who Canceled the Print Job or Modified the Print Job to send it to another printer.

· Get a list of everything that Printed for the day, or a certain time period.
F. Error Messages

When creating Services and Rules, there are several instances when ShadowPrint recognizes that a setup isn’t complete.  For example:

· You set up a Rule, but don’t select a printer to use.  

· You modify a Rule by removing a User Group, but end up with no users selected for the Rule.

ShadowPrint will give a warning message.  It doesn’t stop the Rule from being created even though the Rule doesn’t effectively do anything.  After the message, you need to Edit the Rule to correct the missing information.

There are other problems that may arise by changes made at or discovered by the ShadowPrint Service.  In these cases, ShadowPrint will send an email to the administrator defined in the Service setup.  This administrator is the email address (which is a required field) that is part of creating a new Service. 
These Service error messages include:

· A printer was removed (un-installed) from the PC or Server that is running a ShadowPrint Service and the printer is part of an active Rule.

· Someone installed ShadowPrint on a PC and tried using the Service ID and password for a Service that is running on another PC.

· See Moving ShadowPrint in Advanced Configurations to learn how to move a ShadowPrint Service to a new PC.

· There is an error on a printer being used by ShadowPrint Service.  

· This error could be a simple as a drawer being left open.  

· The error message is dependent on the capability of the printer to send an error message to the PC it is defined on.  

· A printer that is defined to a ShadowPrint Service has become unavailable.

· This may be because it has been turned off or is currently offline.

· A Print Job failed due to a printer problem.  

· The error message in the email is based on the printer’s capability to define the error to the workstation’s Operating System.  

4. Advanced Configurations
A. Moving ShadowPrint

When the ShadowPrint Service was created, there were 4 required fields:

· Service Name

· Login ID

· Password

· Notification Email

The ShadowPrint application was then downloaded and installed on the PC or Server.  As part of the configuration, the ID and password were entered.  The ShadowPrint Service then logged into the Emdat Servers using the Login ID, password, and client code.  

As part of the initial login, the Service sent the workstation’s name to the Emdat Servers.  (The workstation name is defined in the workstation’s operating system.)  On subsequent logins, the workstation name is used as part of the login to insure that the Service is running on the proper workstation and to keep print jobs from printing on the wrong printers.

If you need to move the ShadowPrint Service to a new workstation (for example, you are replacing the PC), then enter the ShadowPrint Services setup, Edit the Service to be moved, and click the Clear button. This will remove the workstation name from the Service setup.  You can now install ShadowPrint Services on a new workstation, configure it, and it will be used by all the Rules defined for that Service.

Note: Please uninstall the ShadowPrint Service from the old workstation.  We don’t want it to try and connect to the Emdat Servers and attempt to download Print Jobs.

B. Starting & Stopping ShadowPrint Service

If you need to Stop or Start the ShadowPrint Service that is running on the workstation:

· Click on the workstations’ Start button.  

· Navigate to the All Programs > Emdat > ShadowPrint > ShadowPrint Configuration Utility.

The utility includes a Start and Stop button.

C. Adding Printers

You can add a printer to the workstation with ShadowPrint Services still running.

Install the printer according to the printer instructions.

· Click on the workstations Start button.  

· Navigate to the All Programs > Emdat > ShadowPrint > ShadowPrint Configuration Utility.

· Click on the Refresh button to get a new list of all printers configured on the workstation.  Printers previously defined on ShadowPrint will be already checked.  

· Check the printer you just added.  

· Click the OK button.  

ShadowPrint Service will send the updated list of printers to the Emdat Servers.  

Go into Client Maintenance > Advanced Maintenance > ShadowPrint Services. (This step is only required if you want to limit when ShadowPrint can use the printer by day of the week or by time of day.

· Select the Service from the ShadowPrint Services box.

· Select the newly installed Printer from the Printers Configured box.

· Click the Edit Printer Setup.

· Click Save.

The printer is now available to be used in configuring Rules.

D. Using Multiple Paper Trays

ShadowPrint hasn’t been designed to use paper from different print trays.  However, you can achieve the same effect by using some options at the printer setup on the workstation.

For example, in the Pediatric clinic, we want to print:

· Follow-Up Visit and Initial Visit notes from tray 2 as it is the larger tray loaded with plain paper.

· Letters - page one from tray 1, as it has letterhead in it, and any subsequent pages from tray 2, the one with the plain paper.  
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