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1 Document Viewer

The viewer provides the facility to view full pages and navigate documents using thumbnails. There
are various features that help to clarify document context. For example by magnifying a portion, or
removing blank pages.

1.1 Viewer controls

Viewer controls are displayed in the top part of the viewer, as illustrated below.

I@enzM%e'BDBw RV @GOI.'JQ]E“!E’:Qb D

These controls provide a range of facilities for navigating and viewing a patient record. Depending on
the configuration for your site, and different user permissions, some of these cards may not be
displayed.

Some controls are simple, other controls initiate more complex functions. These more complex
functions are described further in separate sections below.

1.1.1 Document Controls

A range of document navigation and view manipulation tools are normally available to all users.
These are summarised in the following diagram and described individually in the table below.

Alters the - . Allows
Page image to Adjusts the size Magnification
Navigation display at its ofthe document | | 1o area of Rotation
buttons original size to fit the width the document Tools
\ of tl't window
v

e oo NDRE xa 500
.

Adjusts the size Pan Tool to Enables Enables zoom Reset
of the document allow Zoom in and intoa document to
to fit to the width dragging out on the particular its original
and height of the around the image area of the rotation
window document document
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Control icon Control name How to use it

Page navigation | Click the arrows to move between pages in
|( ( 17200 ) )l the current document.

The arrows mean (left to right): first page,
previous page, next page, and last page.
The figures in the middle show where the
currently displayed page is located in the
current document, in this case page 3 of 400.
One-to-one Click to display the current page with one
@ pixel per pixel of the original image.
This image is usually larger than the view
panel. The top left corner is displayed
initially; use the pan control or scroll bars to
move around the image. Double Clicking on
this icon will retain the setting for the entire
document
(See also the Zoom control.)
Best fit Click to display the current page so that it is
all visible in the view panel. There are no
scroll bars in this view. Double Clicking on
this icon will retain the setting for the entire
document
Fit width Click to display the current page so that it
occupies the whole width of the view panel.
A vertical scroll bar is provided. Double
Clicking on this icon will retain the setting for
the entire document
Pan control When this control is selected, click and hold
the left mouse button then move the mouse
to drag the page image in any available
direction. The scroll bars show the relative
location of the visible part in the view panel
within the current page.

. Zoom control When this control is selected, click the left

mouse button to zoom in, and the right
mouse button to zoom out.

Magnifier When this control is selected, the mouse
pointer displays as a magnifying glass icon
within the page image. Click and hold the left
mouse button, and a region centred on the
mouse pointer is displayed in a circle nearby,
at one pixel per pixel of the original image.
Zoom area When this control is selected, the mouse
pointer displays as a cross-hair icon. Click
and drag to draw a rectangle within the page
image; on releasing the mouse button the
page is displayed in one-to-one view with the
selected area positioned at the top of the
view panel.
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Control icon

Control name How to use it
Rotation Click on any one of these controls to rotate
Q t;! @ controls the view of the current page in the direction
and amount shown. The result is a best-fit
view of the current page displayed in the
appropriate orientation.
Reset page Click to reset this page to a best-fit view in its

original orientation.

[0
i

One-page view,
two-page view

The patient record viewer will open in one or
other of these. Click on the controls, to move
to the other layout.

After selecting a full-screen view (see below),
one of these controls will be provided to
reset the viewer from full-screen to your
usual one page or two-page layout.

|=

Compare

Click to open a two-page comparison view
where each page can be individually selected
from the thumbnails, where zoom & pan
apply to each displayed page separately.
Drop down lists allow you to select another
set of documents to load into the left viewer,
while the right viewer remains independent
of these controls and only displays the
document that was originally loaded in the
single page mode.

A

Full screen

Available in one-page view only; expands the
one-page view across the whole window
occupied by the application (not the full
computer screen). Useful for viewing wide
documents.

All thumbs

Click to provide an extended thumbnail view
that fills all the area normally occupied by
the thumbnails and the page view panel.
See section on Thumbnails below.

Bookmark
controls

Controls for Bookmark functions.
See section on Bookmarks below.

Hide blanks

This control shows and changes the “hide
blanks” state of the viewer; the three
possible states are shown.

See also section on Hide Blanks below.
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1.1.2 Shortcut Keys

There are a number of supported shortcut keys when navigating the documents. These are listed
below

Function Shortcut Key
Next Page SHIFT <
Previous Page SHIFT >
Zoom In SHIFT Z
Zoom out SHIFT X
Switch to Pan Tool SHIFT P
Switch to Magnify Tool SHIFT M

1.2 Bookmarks

The bookmarks function allows a user to mark a page within a document and give the bookmark a
name. A bookmark enables immediate access to the bookmarked page with very few clicks in the
viewer. A bookmark will be Personal (available to the user who made it).

The bookmark controls within the viewer are security driven and therefore a user may not see all of
the buttons described below.

There are 3 icons and a single dropdown shown below.

kR R

The icons are, in left to right order: Add Bookmark, Remove Bookmark, All Bookmarks.

When the Add Bookmark button is clicked a popup will appear allowing the user to create, name and
even add an expiry date to a bookmark.

Add Bookmarks ©
Name |

Bookmark Type Personal v
Expiry Date =

Whilst most fields are mandatory, the ‘Expiry Date’ is not a mandatory field. If no date is selected
then the bookmark will not expire.
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When navigating the system, the user can select the dropdown for bookmarks and see any pages
already bookmarked within that section of the record. Clicking the bookmark in the dropdown takes
the user directly to the bookmarked page.

Guidance
Secondary Bookmark
Third Bookmark

The All Bookmarks icons allow the user to select which bookmarks they want to use. The significance
of these controls in a particular organisation is dependent on the CCube EDRM configuration.

The All Bookmarks feature enables all Personal Bookmarks to be displayed in a single list.

Testing annotaionBookmark;
TestZ bookmark

Guidance

Secondary Bookmark

Third Bookmark

Note that when All bookmarks is selected the remove bookmark icon is no longer available.

To delete a personal bookmark, select the appropriate Bookmark, and click the “Delete” button;
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1.3 In Context Help

In Context Help provides a facility for CCube EDRM users to view on screen help and description of
the different options available to them in the Search panel and Viewer tool bar. The In Context Help
can be accessed via the question marks located in the top right-hand side of the panels:

Search 0 ' o
¥rMrs Pauline GALLOWAY, 21 Nov 1964, 1223334324

e 2N RNRY X ea@GOmELIER R P e d ew @ d @ dOs B N/

When accessed, a help window will appear, detailing the title and description of a feature. It will
also point to the button for the feature being detailed.

First Page
N Takes the user to the first page of the
document |
]
Step 1/36
(
wPrev | MNext» End tour | |

There are 3 buttons provided on the help window:

e “Prev” - Move to the previous feature

e  “Next” - Move to the next feature

e “Endtour” - End the tour.
The “Prev” button will be disabled if the user is at the beginning of the In Context Help tour.
Likewise, the “Next” button will be disabled if the user is at the end of the In Context Help tour.

There is now also a counter which shows the current position of the tour.

© 5rMrs Jenny SMITH, EHR

m Displays the patients Electronic Health =
Record

Quick Links Step 116

e S « Prev | Next» End tour

T

0 Create aleris
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Annotations |

5

Opens the Annotations tab, displaying b

a list of Annotations, related to the b
patient documents, created by any :

b userwith permission e

Step 16/16

x Prev Mext » End tour

| [ | g pr—— T Ll I AGE
The help window will stay on screen until the user either ends the tour or navigates to another area

of EDRM (i.e. Appointments).

1.4 Hide Blanks

To meet legal requirements for preserving evidential integrity while scanning documents both the
front and back of a document are scanned which leads to a high proportion of blank pages. The hide
blanks function allows a user to hide these blank pages.

WARNING: Hide Blanks is designed around calculating differences between white and black pixels.
Often settings are set at a level so as to remove hole punch marks and marks creating during scanning.
This can lead to documents not being shown, and therefore caution must be exercised when using
this feature.

There are 3 blanks levels
1. Off
2. Hide Blanks Normal
3. Hide Blanks Aggressive

When a user clicks between blank modes they will be notified as described below.

Warning: Hide Blanks Normal Mode I
Blank pages have been hidden!

Warning: Hide Blanks Aggressive Mode

Blank pages have been hidden!

The warning message will remain on screen until a user clicks on them. The warning message will then
disappear.
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1.5 Print Control

The viewer can be configured to allow a user to print either a single page or a selection of pages.

a's

The icon on the left controls a 1-page print and will print the selected page. The icon on the right will
allow printing of any image within the viewer.

Clicking the print button will bring up a print dialogue (this will vary depending on the type of printer
the user has).

Priﬂter‘.[ v” Properties ” Advanced l

Copies: I : ["] Print in grayscale (black and white)
[] Save inkftoner (1)

Pages to Print Comments & Forms

@ All ’Document and Markups

() Current page

(") Pages Il -8
Scale: 97%

8.27 x11.69 Inches

» More Options

Page Sizing & Handling (1)

[ Size H Poster H Multiple H Booklet PO MLAT ISP S Seaumeanon ()

T e
B I LTI o S eprnh S ey i Y

|§:| Fit

() Actual size

) Shrink oversized pages

(") Custom Scale: Ilﬂﬂ %

[7] Choose paper source by PDF page size

[] Print on both sides of paper

Orientation:

@ Auto portrait/landscape

) Portrait

() Landscape

Pagel of 8

Page Setup... [ Print

At the bottom of the printed page a water mark will automatically be printed:

THIS IS A RECONSTITUTED DOCUMENT PRINTED FROM EDRM
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This is a configurable message that clearly identifies printed copies of documents that are held and
managed in the EDRM, and in particular aims to prevent printed documents inadvertently making
their way back to a scanning bureau for re-scanning.

1.6 Thumbnails

A thumbnail is a smaller version of the main image. Thumbnails images of pages are provided to help
navigation through the record. They are always displayed down the left-hand side of the viewer.

e >DDRYRE aCOMBEE kR R kI

These guidelines are based on an agreement within the Yorkshire and Humber region.
For more details refer to your local policy relating to DNACPR.
This is nof a legally binding document; the decision may change according lo cfinical circumstances

Bection 1 |1 | Guidance: | (Pleast|Write legibly and.with black ink)
Option A

Record details in the patient’s notes, inchuding the sssessmant of the patient’s mental capacity lo make this decisian.
Option B

The Mental Capacity Act (2005) confirms that an advance dacision refusing CPR will ba valid and Iherefone legally binding
on ihe healthcare team. |i:
1. The decision Is in writing, signed, witnessed and the patient is aged 18 or over;
2 It Includes a statement that the advance decision is to apply even if the patient's life is at risk;
3. The advance decision has not been withdrawn;
4 The patiant has nol, since the advance decision was made, appointed a welfares attorney to
make deciskons about CPR on their behall;
5. The patient has not done anything cleardy inconsistant with its terms; and
6. The circumstances that have arsen match those envisaged in the advance decision.
16 and 17-year-alds: Whiisi 15 and { 7-year-olds with capacily are frested as aduls for the purpeses of consenl, parsital fesponsbilty
will conlinue until fhey reach age 8. Legal advics shoukd be soughl in the svent of on ihig batwaen & young person
af # ar 17 and those holding pamntal responsibiiy
Optien C
1. The term "overall benefif" is used in the context defined by GMC Guidance 2010 (Trealment & Care lowards he
End of Life; pg. 40-46; paragraphs 6, 13) and takes into account “bes! imterosts” as defined by the Menl
Capacity Act, 2005,
2. This situaticn must be discussed with relevant others where possible, Record details of your discussion in thy
patient's notas.
3. The term “relevant others” Is used lo describe a patient's relatives, carers, representatives, people with lasting
power af atlomey, independent mental capacity advocates (IMGAs), advocates, and courl appointed depulied
irefer 1o Marlal Capacity Ast) iip fhwwes dh gavuk
Option D
Record underlying condition!s eg poor Left Ventricular function, end stage obstructive airway disease,
disseminated malignancy with poor perfarmance stalus.

T . - UL o R TR g iR b bdeuigad e bbbdasgaca-]

A user can scroll up and down the sequence of thumbnails to navigate through the pages, either using
the navigation bars on the right hand of the thumbnail display, or the wheel on the mouse. At any
time, the page count shows the position of the current page in the total number of pages shown in
the list.

A thumbnail is useful for quickly identifying recognisable content, so the CCube EDRM provides a
thumbnail mode where all of a document panel in the viewer is used to display thumbnails. Thumbnail
mode is selected by clicking on the thumbnail icon as shown.
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Once in thumbnail mode the user can scroll swiftly through all the images available. A double click
on an image displays the page in the viewer. The page range in each column of thumbnails is
displayed at the bottom of the panel, and the ‘back’ and ‘forward’ buttons at each end of the page
ranges provide a way to step through the list of thumbnails one column at a time.

Page 1of 200 Page 2 0f 200 Page 30f 200 Page 4.0 200 Page 50f 200 Page 5.0f 200 Page 70f 200 Page 8.0f 200 Page 90f 200
3 4 5 6 7 8 2

Page 10 of 200 7;33211 uleD. Page 12 of 200 7;332 13 of 200 Page 14 of 200 7;332 15 of 200 Page 16 of 200 :’;Ee 17 of 200 Page 18 of 200
11 12 13 14 15 18 17 18

Page 19 of 200 :’;Ee 20 0f 200 Page 21 of 200 :’;EEH of 200 Page 23 of 200 :’;Ee 24 of 200 Page 25 of 200 :’;Ee 26 of 200 Page 27 of 200
20 21 2 23 24 2 2% 27

Page 28 of 200 _:age 290f200 -I:age 300f 200 -_:ageil of 200 :;ge 3201200 -_:age 330f 200 Page 34 of 200 _I-’_age 35 0f 200 Page 36 of 200
29 0 31 2 33 u 35 %

Page 37 of 200 :_:age 38 of 200 .;:age 390f 200 :_:age 400f200 :;ge 410f200 :ge 420f200 Page 43 0f 200 :_P_age 430f200 Page 45 of 200
38 20 40 4 £ 43 44 45

Page 46 of 200 :’;3247 of 200 Page 48 of 200 :’;3249 of 200 Page 50 of 200 :’;EEEI of 200 Page 52 of 200 :’;Ee 53 of 200 Page 54 of 200
4 48 40 50 51 5 5 54

The size of the thumbnails displayed can be adjusted by clicking the magnify icons;

©*®
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1.7 Two Page Mode

The viewer supports displaying two pages at once, a feature known as “two-page mode”. This mode
is enabled by clicking the following button:

In 2-page mode, the viewer opens 2 pages side by side, giving the feel of an open book or turning
pages in a file.

Olee >RNE YA

QACOMEER R R EEENL SE @ 0 4 @B Do

sheffield Teaching Hospitals (IR} 1 e
Date o it
E“g INTER-PROFESSIONAL - GUIDANCE FOR COMPLETION:
PROBLEM SHEET Hoapha)
= « Thisd
DE{ This document should be completed during an NHE Na: ki provides a ¥ puulu-.rwun
episode of care and stored at the front of the — ke i iyl s

i — patient record. Ensure it is updated at dischargs.

*  This document must remain al the frant of the notes and be updated
Date. during each admission
signature

ate.
signature
Ho.  DIAGNOSIS or PROBLEM e OUTCOME or STATUS oo Al members of th
jgna ¥ accurto e ot and shouls e s ptosons
- juigement 1o decide which problems should be aded to te groblam
— ‘sheet for the benefil of (e inter-professional team

A
aul

———a P — . (S E————— * Inthe problem cokmn plsses i rapr s,
EYMPLoms, 8igns and abnormal investigations not explai \nndhyanm
— — — S — ety smulmip sychiatric problems should alsa be included. Plaase
- . 1 dae, sign and write your designation by entries in he prabiem column

Many of the viewer controls only make sense for a single document and therefore a user will need to
use the Left and Right buttons to make the left hand or right page current, known as left hand &

right-hand mode.

Double clicking on the other page image will also dynamically switch the user between left and right
modes.

The icons that appear within a box can be applied to either page in view without the need to switch
right and left modes.

When using the page navigation arrows instead of moving onward a single page at a time like it does
in single page mode it will move onward two pages at a time as if flipping the page of a book.

A unique feature in both the two-page mode & compare mode is the ‘Sync Zoom & Pan’. Enabling this

option allows for both documents to be zoomed in at the same time and for the panning to also occur
at the same time, using the keyboard arrow keys. Simply clicking the icon again, or another icon will

disable this feature.

To exit two-page mode click the 1-page mode icon.

GO E
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1.8 Compare Mode

Compare mode is activated by the compare mode button.

Once Compare mode is activated the user has the ability to compare two distinct parts of the health
record. Initially, the view will default to the same document on both sides until further selection takes
place.

s =

RS Im.-: 2
ke33R RR YR | eCOmmER R Rk kEmNg GEd 0 ddsp Dm e

= Sheffield Tesching Hospials =
= Ot
T i

GUIDANCE FOR COMPLETION: INTER-PROFESSIONAL
PROBLEM SHEET ag

pationt and s mandatoy ot sale pulient care and accurste codg and e This dooument should be completed during sn i

pationt record. Ensure it is updated at discharge.

during each adrission

No.  DIAGNOSIS or PROBLEM CUTCOME or STATUS. -~

‘3heet 1or 1o berlil of B intor-professional team.

19 the problem colurn please nickudo major llwsses, operalions, = =
o =

‘oniry. Social and paychiatric problems snould also bo inchidod. Please Iz T
date. sign and weile your desighation by entries in B0 problem column. 2

boun identiind Please note E1at not ol problos wil have n cukcore
y Diabetes) Ploase dale, sign and vete your [ —
desigration by ortiles i B culcome colurn. — s = —

shoet. =

== L=
s =
— T
[ e
I — 1
i | " =
e ====| —
e = " — =

Compare mode is similar to 2-page mode. The mode icons show clearly which mode is active.

1“““\““‘\”\“%@?
i

Many of the viewer controls only function for a single document and therefore a user will need to
use the Left and Right buttons to make the left hand or right page current, known as left hand &

right-hand mode.

Double clicking on the other page image will also dynamically switch the user between left and right
modes.

The icons that appear within a box can be applied to either page in view without the need to switch
right and left modes.

Using the dropdown selections enables two different parts of the health record can be compared.
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| All Dates

ALERTS [3] v | All Sub Categories

Categories

ERETE

CLIMICAL NOTES [6]
CORRESPONDENCE [3]
INVESTIGATIONS [10]
OPERATION SHEETS [1]
TREATMEMNT CHARTS [1]

By default the left hand viewer will alter when the dropdowns are changed.

1.9 Reporting Misfiled Documents

When a user navigates the system and finds a document has been misfiled there is a simple facility
available to report the document to a records administrator. All that is required is to click on the

“Report Misfiled Document” button:

A panel appears to select a user to report to and an option to add additional information about why
the document was reported. If the system has been set up to email details of the misfile, the follow

screen will appear.

Report a Misfiled Document (2]

Additional Details |
(optional)

When the user clicks ‘Report’ either an email will be sent to the system adminstrator, request
corrective action.
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